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ABSTRACT 

The purpose of this research was to identify and 
nationally verify the competencies considered important to local 
administrators of vocational education, A comprehensive literature 
search was conducted to identify all relevant administrator 
competency studies and available competency-based instructional 
materials. Fifteen studies were located, A curriculum development 
approach called Developing a Curriculum (DACUM) was used to update 
the competencies identified through the literature search and to 
identify an additional 36-40 additional tasks not found in the 
literature. All competency statements were analyzed^ refined^ and 
merged into a single administrator Task Inventory Instrument (191 
task statements). It was then submitted to a stratified nationally 
representative sample of 130 practicing administrators of secondary 
and postsecondary vocational education programs. One hundred and 
twenty administrators returned usable instruments. Of the 191 task 
statements^ 166 were considered to be verified as important. 
Responses to 31 tasks were found to differ significantly between 
secondary and postsecondary administrators and 15 tasks differed 
significantly between urban and rural administrators, (The second 
part of this final report is also available [CE 016 50M]« (JH) 
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FOREWORD 



The need for stroncj and competent administrators of voca- 
tional education has long been recognized. The rapid expansion 
of vocational education programs and increased student enroll- 
ments have resulted in a need for increasing numbers of trained 
vocational administrators at both the secondary and post- 
secondary level. Preservice and inservice administrators need to 
be well prepared for the complex and unique skills required to 
successfully direct vocational programs. 

The effective training of local administrators has been ham- 
pered by the limited knowledge of the competencies needed by 
local administrators and by the limited availability of 
competency-based materials for the preparation of vocational 
administrators. in response to this pressing need, the Bureau of 
Occupational and Adult Education of the U.S. Office of Education, 
under provisions of Part C — Research of the Vocational :;duc^.tion 
Amendments of 1968, funded The Center for a scope of work entitled 
"Development of Competency-Based Instructional Materials for 
Local Administrators of Vocational Education." 

The project had two major objectives as follows: 

To conduct, research to identify and nationally 
verify the competencies considered important to 
local administrators of vocational education. 

To dc clop and field test a series of prototypic 
competency^based instructional packages and a user's 
guide. 

The procedures used to carry out the first (research) objec- 
tive of the project are described in this report. The procedures 
used to carry out the second (development) objective are described 
in The Development of Competency-Based Instructional Materials 
for the Preparation of Local Administrators of Secondary and 
Post- Secondary Vocational Education . 

This project could not have been successfully conducted 
without the cooperation and assistance of many individuals. 
Special recognition goes to Robert E. Norton, Senior Research 
Specialist, who, as Project Director, gave leadership and guidance 
to the overall project. Recognition also goes to Kristy L. Ross, 
Program Assistant, for her many writing and editorial contribu-- 
tions; and to Gonzalo Garcia and Barry Hobart, Graduate Research 
Associates, who assisted with both the research and module devel- 
opment phases. Thanks also go to Kenney Gray, Research Special- 
ist, for his assistance with the research phase; Glen E. Fardig, 
Research Specialist, for his advice on the research phase and 
review of some modules; and to James B. Hamilton, Program Direc- 
•or. Professional Development i.n Vocational Education, for his 
helpful guidance and administrative assistance. 
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Meaningful contributions wore also made to the project Ijy 
the Project Advisory Commit too cun^iistinq of Waltor G. Mack, 
Professor of Educational Administration, The Ohio Statt^ Univer- 
sity, Columbus, Ohio; Rosemary Kolde, Director, Diamond Oaks 
Career Development Center, Cincinnati, Ohio; Paul Lentz, Director 
of Occupational Education, Concord, North Carolina; Peqgy Patrick, 
Program Analyst, Division of Voca t ional^Tcchnical Edu' 'tion. 
State Department of Euucation, Little Rock, Arkansas; and Merle 
Strong, Professor of Educational Administration and Director of 
Center for Studies in Vocational and Technical Educaticn, Univer- 
sity of Wisconsin, Madison. 

Special thanks also qo to the 12 local administrators of 
vocational education who participated in the DACUM (Developing 
A Curriculum) workshop to identify and cluster relevant compe- 
tencies, A list of the DACUM committee members and their posi- 
tions and addresses is contained in Appendix D, 

Appreciation is extended also to The Center staff members 
who reviewed and critiqued the draft Administrator Task Inventory, 
and to the local administrators who served in pilot testing the' 
Inventory. Many thanks and much credit also to the 120 local 
administrators in the national sample who were carefully selected 
and who graciously responded to the Administrator Task Inventory. 

Last, but certainly not least, credit goes to Debbie Parsley 
and Susan Ryckman, project secretaries, who consistently worked 
hard to meet deadlines and produce high quality materials. 



Robert E . Taylor 
Execu ti ve Di rec tor 

The Center for Vocational l-:duration 



iv 



ABSTRACT 



Till:: IDENTIFICATION AND NATIONAL VERIFICATION OF COMPETENCIES 
IMPORTANT TO SECONDARY AND POST-SECONDARY 
ADMINISTRATORS OF VOCATIONAL EDUCATION 



Purpose 

The purpose of this research phase of a larger project 
entitled "Development of Competency-Based Instructional Materials 
for Local Vocational Education Administrators" wis t contribute 
to the improvement of training programs for local administrators 
by conducting research to identify and nationally verify the com- 
petencies considered important to local administrators of v^oca- 
tional education. 

Procedures 

A comprehensive literature search was conducted to identify 
all relevant administrator competency studies and available 
competency-based instructional materials. An innovative approach 
to curriculum development called DACUM (Developing A Curriculum) 
was used to update the competencies identified through the litera- 
ture search and to identify several additional competencies. All 
competency statements were ancilyzed, refined, and merged into a 
single Administrator Task Inventory instrument. This instrument 
was submitted to a carefully selected and stratified nationally 
representative sample of 130 practicing administrators of second- 
ary and post-secondary vocational education programs. Each 
administrator was asked to respond to ee<ch of 191 task statements 
on a six-point Likert-type scale in terms of: (1) the importance 
of the task, and (2) the degree of training needed by most admin- 
istrators to effectively perform the task. 

Results and Conclusions 

In the literature search, 15 relevant administrator research 
studies were located. The DACUM workshop conducted in January 
1976 proved to be extremely valuable and resulted in the identi- 
fication of 36-40 tasks not found in the literature. It was con- 
cludtJ that both the review of literature and DACUM workshop con- 
tributt^d significantly to obtaining a comprehensive and up-to- 
date list of competencies. By June 30, 1976, 120 of the 130 
admini s Lrators had returned usable instruments for a response 
rate of :^2.3%. One hundred and sixty-six (166) of the 191 task 
statements were considered to be verified as important (meaning 
they received a median score of 3.0 or higher). Further analyses 
were conducted to determine if there were any statistically sig- 
nificant differences in the way secondary versus post-secondary 
administrators responded to the statements and to determine 
whether there were significant differences between the way urban 
and rural administrators responded. Thirty-one tasks were found 
to differ significantly in the first instance, and 15 tasks in 
the second instance. 
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CHAPTER I: INTRODUCTION 



The major outcome sought throuqh this project was better 
trained local administrators of secondary and post-secondary 
vocational education; and, through their improved competence, 
vocational education programs that are more effective and effi- 
cient in meeting the needs of students. Vocational education 
requires aggressive and effective leadership at the local level. 
TO provide this type of leadership for rapidly expanding voca- 
tional programs, more and bettor training programs are required 
for local administrators. 



Problem Statement 



The improvement and expansion of effective programs of voca- 
tional (jducation at the local level requires the preparation of 
increasing numbers of new administrators who are competent in the 
complex and unique skills required to successfully direct voca- 
tional programs. It is also essential that current and future 
administrators of vocational education receive frequent upgrading 
of th( ir skills so as to be prepared to develop and manage voca- 
tional ( Jucation programs that are relevant and responsive to 
constant ly changing individual and societc^l needs. In many 
states, the supply of competent local leaders of vocational edu- 
cation ^as been inadequate to meet increasing demands for them. 

T:,o Ljffective training of local administrators has been ham- 
pered Dy at least four major problems: 

the complex and unique skills required to successfully 
direct vocational programs 

the limited knowledge of the competencies currently 
needed by local administrators of vocational education 

Lhe 1 imi ted ava ilabil ity of high qual ity competency- 
t:)ased instructional materials for use in the preservice 
and inservice preparation of vocational administrators 

4.. the limited training opportunities available for the 

>^reservice and/or inservice preparation of secondary and 
post-secondary vocational administrators in most states 

A brif i^vf^ianation of each of those problem areas follows, 

Waiie vocational administrators are confronted with many of 
the s.-L.-.<.. casks as are general eciucation administrators, they must 
also d^ai with many complex tasks which are unique to vocational 
education administrators • For example, the 1968 Amendments to 
the Vocational Education Act gave states and local communities 
more responsibility for program planning and evaluation. In 
order to obtain state and federal funds to support their programs, 
local leaders are now required to submit to the state, plans that 
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reflect and justify the proqrams proposed for operation in t lie 
local secondary or pos t -seconda ry school district. Wenricrh ,ind 
Wenrich (1974), reflectinq upon 'he increased leadershif) ucm.inds 
placed on the local vocational ndiui n i strato r s , state: 

This shift in responsibility from the federal to state 
and local units of school administration creates a ntHul 
for an increased number of local vocational education 
leaders who have the competence to plan, operate, anci 
evaluate vocational programs on the secondary and p05 ' - 
secondary levels. But not only do we need more lea ^ers 
for adininistra t ive roles , we need a "new breed*' of 
leaders — persons who have conceptual , teclinical, admin- 
istrative, and human relations skills needed to dcv«^^lot^ 
dynamic vocational education programs which will s^o i v 
the needs of individuals and society ({^p. 101-102). 

The Education Amendments of 1976 have also thrust i'jroased 
responsibilities for program planning, evaluation, and "i^^rount- 
ability upon the shoulders of the local directors. For example, 
comprehensive planning requirements at the local level make it 
mandatory that the local administration involve an advisc^v coun- 
cil for vocational education in all major aspects of program 
planning and development. The skills required to success. ^lly 
direct local vocational programs are indeed complex and Ttany 
cases unique. 

As pointed out by Miller (1972) and others, studies ;1. the 
competencies needed by leadership personnel in vocationa ^xluca- 
tion were also limited in number and scope. Briggs (197 ' in 
his doctoral study of the competencies necessary for adm i^- 
trators of vocational and technical education, states tha* there 
still seems to be a lack of agreement "regarding what one ijeds 
to know and the competencies he must possess to be an efT'-'-tive 
administrator in vocational education" (pp- 22-23) • 

A comprehensive needs assessment that includes a review of 
all pertinent research studies and other literature dealing with 
vocational administrator competencies was needed. Given chj s 
review, a comprehensive list of identified competencies could be 
developed and submitted to a nationally representative qr-j.p of 
current vocational adm'.nistrator s for verification and the assign 
ment of priorities. 

Once the specific competencies required by vocationa admin- 
istrators have been identified, there is still the problcin 
developing and testing transportable training materials tb^-: will 
deliver the needed competencies. Miller (1972), in a rev ew and 
synthesis of research on the preparation of leadership personnel, 
states that "leadership development, instructional activities and 
procedures should be competency-based and not course ori' -^tcd" 
(p. 28). Although a considerable volume of training matr-ials 
has been developed for various graduate proqrams, workshop^", 
seminars, and institutes, almost nothing exists that is 
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compflenoy-based , transportable, and tiolcl Lc^st.}<^. I!onco, the 
third .u.ijor problem res t rict incj the effective training of local 
admin istra tor ii • 



Fiiially, the training problem is compounded by the limited 
number of training procjrams specifically desi';jned for local 
administrators of vocational education. Since preservice pro- 
grams f :r vocational education leadership personnel are minimal 
in nuiuLor , inservice training programs are vital to the prepara- 
tion of needed personnel. Since most newly appointed vocational 
administrators are recruited from teaching positions in special- 
ized service areas, tliey can acquire the broad understanding of 
vocational education and the administrative skills required for 
their nt-w position only through inservice programs. Similarly, 
adminisLrators from general education who are thrust into voca- 
tional education leadership positions can obtain the same unique 
understandiiigs and skills only through inservice training. in 
spite of the obvious need, often the only type of inservice 
training available is in the area of general admAnis trat ion . 
Unfortunately, the* number of administrators responsible for voca- 
tional cjducation programs in any given area is quite small, with 
the resulting available training opportunities often being very 
limitL-.. . The shortage of training opportunities, however, does 
not Ieb--n in any '^ay the serious and critical need for the 
trainin.; o( such administrators. 

in rc^sponso to the problems outlined, the Bureau of Occupa- 
tional oad Adult Education of the U.S. Office of Education, under 
the research provisions (Part C) of the Vocational Education 
Amendments of 1968, funded several state-level (Virginia, Texas, 
West Vir.jinia, Mississippi, Michigan) projects and at least one 
project wivh a national focus (The Center for Vocational Educa- 
tion^. \ . 

- the latter project with which this report deals. 
Proj cc I ^ ojectives 

Aucirussinq the four major administrator training problems 
outl i:u(l requires a comprehensive and a long-term effort reaching 
into every state and territory. While such a massive effort 
coul;. not be undertaken due to financial and other constraints, 
a signir leant research and development effort was launched by 
The Center with the following two major objectives: 

i. To conduct research to identify and nationally verify 

the competencies considered important to local adminis- 
trators of vocational education. 

J. I'o develop anci field test a series of prototypic 

eompet ency-based instructional packages and a user's 
g aide . 
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It one rt^t lc»ct s c^ii (,lu^ loui major [)roblcMU.s htimpiM in<i t lu^ 
offoctivo LrainiiKj ot lot^iil .ulm nu i\i I o r s , iL b(}c;ome5; obvious 
that the primary ob)t?ctiv('' of ttw.s f)roioc't was to deal 'iirc^'M ly 
witli the "limited knowledqe ot th<.^ oompc ti»nc ios needeLl" [)rt*'Jt*m» 
The secondiiry obim^tive wa^ to doa 1 dit*c*ctly with the 'MirnitiMl 
availabii ity ot h i ih qua 1 ity e^^Pipt^t eru:y-basL»d instruct lona 1 
materials" probUMu tluouqh the j^ri^ju-i ra t ion and field tt^iitiivi ot 
sample moduU-^s and .i us(M*s qaide, .s[>l^c i t ica 1 1 y ih^siqntd 'ot use 
with local administrators. 'I'lrouqh (.he proi)aration and di.^. semi- 
nation of ind iv idua 1 i /a^<.l trainmq materials, it is also hopod 
that tht^ piojeet will indircH^t. ly (..contribute to solving th* f>rob- 
lem of "limited train in-) oppoi t an i t it^s . " 



The u 1 1 ima te 
better procjram.s f 
cation studeiits t 
potent, local adm 
( i ) knowledqe o \ 
admi ni s t ra tors, a 
instruct lonaJ laat. 
di'sicjntnl and tt^st 
as important, mo r' 
oppor tuni t ies can 
voca t ic^na 1 'Uim i n i 



ijoa L or ou tccMiu^ sou«.jh t t hroucj h t hc^ pro i < - o t i h 
or secondary ami post-secondary vcDcal lona L <h1u- 
hroucjh the [jr(q)a r a t ion oi~ mo re , and rnor*^ fem- 
inist, ra ^o rs . It is expc^ctetl that throu^fi 
the important competencies needed by vocatir:)nal 
nd (j) the us(^ of hicjh cjuality compet ency*baso(i 
ei'iaiS that are research-based and sp<?c l f i ca I I y 
ed to provide: t lic^ skills and knowledqe v(um t led 
i nd 1 V 1 dua 1 i /.ed and compot cMicy-ba sed t r a i !ii nq 
made availaid'.-^ to prest^rvice anci insorvic?*^ 
St rat C' V s . 



}^e 1 at ed Rosea rc h 

A national search was conducted to identify relevant admin- 
istrator research stu-Jies and available comp^^ tency-ba sed inistruc- 
tional materials desicpied for use in traininq local vocational 
education administrators. The search consisted of a mani.al 
search anci a computerised st:*arch which was completed by Ohio 
State University's Mechanized Information Center facilities. The 
Mechanized Information Search consisted of both a ret rospec t i vo 
search and a curr<MU awr^reness search. ['he followlnq data banks 
were search^'d for th(j voars indicated: 



RIL - Resear^-^h in Education 



1965-1976 



AIM/Al^ - Abstracts of I ns tract ional 
Ma te r ia 1 s and Resoa rch in 
Voca t iona 1 i:ducat ion 



1968-1976 



El - Education Index 



1964-1975 



ClJiJ - Current Ind.ex 
r:duca t ion 



to 



Jou rna Is in 



1969-1975 



DIS - Dissertation Abstracts international 1966-1975 

The focus of the literature review centered on determininq 
the major ^:onir,or. and unicjuo coni[ ^^'^ t e nc ie s and competency a^'i^as 
which various researchers havi:? indicated are essential f c: r 
e f f ec t ive admi nis t ra t ion of voca t iona 1 educa t ion . Acidi t i^>na 1 1 y , 



ERLC 



4 

12 



an attempt was made to decermine the various methodologies and 
instruments which have been oruployed in identifying and verifying 
the competencies. 

At the same time the literature was being searched for 
research studies, a search was made for compe teiv:;y-based cur- 
ricular materials that had been field tested and that were gen^ 
erally available. This search proved almost futile. The only 
materials located prior to the last six months were the ABC - 
Instructional Packages that came out of a 1974 project by Illinois 
State University. While helpful, these are not basically self- 
contained and do require tapes and other media not generally 
available* In l,ite 1976, materials from other USOE-funded proj- 
ects have started to appear. 

Our extensive literature search and review revealed many 
studies of widely varying quality that were in some way concerned 
with the role of the local director or administrator of vocational 
education . 

Several research studies were found that were directly con- 
cerned with the identification and/or verification of competencies 
for local administrators of vocational education. Most of these 
studies were conducted between 1970 and 1975 and were statewide 
in natui'c, although two studies were multi-state or regional in 
focus. No recent national study of any kind could be located. 
Most of the studies were doctoral dissertations with the quality 
of work ranging from fair to excellent. There was little uni- 
formity in the names given to these "competencies." Some studies 
referred to duties and functions, others to critical behaviors, 
and still others to understanding and ability statements. The 
number of statements identified ranged from 40 to 258. A wide 
variety of methodologies was used to verify the competencies. 
A brief summary of the most relevant studies identified follows, 
and a table indicating the major competency lists identified, the 
year, and the number of competencies is included as a Nummary to 
this section. 

Stanger (1967) administered an instrument containing 73 
duties and functions to five groups of educators in California 
for the purpose of determining the responsibilities of the 
intermediate-level (county) director of vocational education. 
The findings of the study indicated a strong consensus within and 
among the f ive educator groups surveyed with respect to the 
duties and functions given. 

Meyer (1970) surveyed by questionnaire a sample of 450 voca- 
tional education administrators from three levels of management 
in 33 different states for the purpose of determining the exis- 
tence of common competencies. Administrators were selected at 
random from state educational directories and classified as top- 
management, middle-management, or supervisory-management. The 
competencies used in the study consisted of 60 "understanding" 
statements and 56 "ability" statements. Meyer concluded that a 



5 

ij 



majority of the competencies were required by all vocational edu- 
cation leaders across the three levels of manaqement, althouqh 
certain competencies were unique to certain managerial levels. 

Ward (1970) investigated the competencies essential for the 
performance of vocational education leaders in Oregon. A list of 
50 competency statements believed necessary for effective leader- 
ship was identified through a review of the literature. A ques- 
tionnaire containing the 50 statements and a Likert-type scale 
was administered to 134 leaders of vocational education in Oregon. 
Ward identified 40 competencies which were held to be essential 
for the effective performance of vocational education leaders. 

Briggs (1971) was concerned with identifying the common and 
basic competencies needed by administrators of vocational educa- 
tion in public junior colleges, area vocational schools, and 
metropolitan school systems. The findings of the study indicated 
there was general agreement among vocational administrators with 
respect to the 40 competency items on the survey questionnaire. 

Baltimore (1972) was concerned with investigating the pro- 
fessional education competencies of public school vocational edu- 
cation directors and department heads in the fou r western states 
of California, Arizona, Colorado, and Washington . The study 
identified 90 competency items and indicated that the responses 
of 147 individuals to a mailed questionnaire, when compared within 
states and across states, were alike in the ratings of the com- 
petencies . 

Martin (1972) conducted a study to identify the common and 
essential professional education competencies for the adequate 
performance of community college vocational education adminis- 
trators. The findings of the study resulted in the identifi- 
cation of 98 individual competencies, and 5 clusters of compe- 
tencies that could be used in the development of curriculum 
materials for community college vocational education adminis- 
trators. 

Ramp and Anderson (1972) joined forces to identify the com- 
petencies essential to vocational education leaders in Illinois. 
The authors, located at Southern ' Illinois Universi ty-Carbondale 
and Illinois State University-Normal respectively, surveyed 
superintendents with an instrument containing 305 potential com- 
petency statements. Their findings indicated that 158 of these 
statements were held to be important . The 158 competencies were 
then translated into behavioral statements and organized into a 
taxonomy of administrative competencies with eight major areas. 
This list of competencies later became the basis for the develop- 
ment of three competency-based administrator education (CBAE) 
programs in Illinois. 

Sundstrom (1972) factor analyzed the questionnaire responses 
of 72 administrators of vocational education in rcgon. A list 
of 70 competency items ca tecjori zt^rl into 7 competency clustcr.'^; was 
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identified and factor analyzed. Sundstrom concluded that the six 
administrative groups studied were in agreement with 49 of the 70 
competency statements and were somewhat in agreement with respect 
to all the competencies. From this, it was concluded that there 
was an identifiable group of professional education tasks that 
were performed by all administrators of vocational education. 

Coster et al . (1973) surveyed a sample of 28 local directors 
of vocational education in attendance at a local director's con- 
ference in West Virginia for the purpose of identifying the com- 
petencies specific to the position of local director of voca- 
tional education in West Virginia. The study produced a list of 
149 competencies considered essential to the performance of the 
local director of vocational education in West Virginia. 

flolt (1973) investigated the differences in perception 
between directors, secondary school principals, vocational super- 
intendents, and teacher educators in vocational education with 
respect to the actual and ideal roles of vocational education 
directors. A mailed questionnaire, consisting of 65 functions 
compiled from the literature, was administered to 264 directors 
of vocational education in the public school districts in Ten- 
nessee. The findinrrs of the study revealed that greater differ- 
ences existed between the reference groups relative to the 65 
functions in the actual role than in the ideal role. 

Lyncli (1973) conducted a study for the purpose of assessing 
the perceptions of 148 graduate vocational education faculty at 
18 institutions regarding competency clusters to be possessed by 
graduates of comprehensive vocational education programs who were 
to assurae positions as teacher educators, local administrators, 
or state administrators. The instrument used was a questionnaire 
containing competency statements which had been verified by three 
separate juries. The study identified 54 important competencies 
which Were grouped into nine competency clusters. 

Williams (1973) surveyed all of the full-time local voca- 
tional directors and supervisors in the state of Ohio in an 
effort to obtain input into the design of a vocational education 
leadership development program. A pilot-tested questionnaire 
containing 84 task statements based on a survey of the literature 
was administered to 259 leadership personnel. Some important 
commonalities as well as important differences were found between 
the roles of vocational directors and supervisors. While both 
groups WL-re involved to a similar extent in school-community rela- 
tions tasks, the supervisors wore involved in curriculum and 
instruction tasks and the directors were more deeply involved in 
general administrative tasks. 

Pope (1974) surveyed 2,100 voc^atioual administrators and 
supervisors for the purpose of determining the competencies 
needed for successful performance on the job. The researcher 
identified 90 competency elements as important for all 'adminis- 
trator leadership positions. 
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Kaspor (1975) conducted a study of 268 local vocational 
administrators within USOE Rooion V for the purpose of deter- 
mining the effective and ineifective critical behaviors .iffectinq 
the successful performance of the local vocational administrator. 
The study employed a modified critical incident technique devel- 
oped by Flanagan. The findings of the study produced a list of 
258 behaviors considered to be critical for effective vocational 
administrator performance, 

Pyle (1975) conducted a study to identify the competencies 
required of vocational education administrators in Pennsylvania. 
A list of 95 multiple-verb competency statements was sent to 
three groups of vocational education personnel in Pennsylvania. 
The three groups of vocational education personnel were asked to 
review and make judgments relative to the 95 competencies given. 
The findings of the study produced seven groupings of competency 
statements and indicated that all of the 95 competency items were 
rated as performed by, and important to, vocational arjministrators 
in Pennsylvania. 

An analysis of the 15 studies reviewed perriits cue to con- 
clude several things. Perhaps most obvious is t.hat the job of 
local administrator can be specified in terms of ^he competencies 
he/she must be able to perform. The research conducted has 
resulted in the compilation of numerous competency lists ard in 
the verification of some competencies. The review of liter citure 
indicates that various methodologies have been used to determine 
the important competencies. Most researchers, however, have used 
a questionnaire and some type of Likert scale to obtain respon- 
dent ratings of the importance of the competencies. 

A careful review of these studies also raises certain con- 
cerns that should be considered. All but three of the studies 
reported were doctoral dissertation studies. In many of the 
studies, all of the competencies placed on the questionnaire were 
considered important by all of the respondents. This fact, 
coupled with the heavy reliance of some studies upon literature 
reviews as the only basis for the development of competency 
statements, makes one wonder whether other important task state- 
ments may have been overlooked in at least some of the studies. 
While there was some consistency among the categories or clusters 
cf competencies derived, there was very little consistency in the 
way in which the competency statements were written, and in the 
number written which ranged from 40 to 258. Another questionable 
practice that was used by several researchers in verifying compe- 
tencies was that of surveying all the administrators in a state. 
This ensures the inclusion of reactions from administrators who 
are performing at very low levels as well as those who are per- 
forming most satisfactorily. Related to this concern was the 
fact that all but three of the studies were only statewide in 
scope, and Meyer's study (1970) was the only one that approached 
a national survey. 
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Given the limitations of the studies found, it was concluded 
that a rigorous national study to identify and verify the .compe- 
tencies important to local administrators of vocational education 
was needed. Further, it was concluded that innovative competency 
identification and verification techniques should be utilized 
whenever possible to alleviate, or avoid altogether, the short- 
comings of past studies. Solid competency identification and 
verification research was needed to provide a defensible basis 
for clesj.qning competency-based administrator education (CBAE) 
traini.Vj programs as well as to provide a research base upon 
which to construct relevant curricular materials. 
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TABLE 1 



SUMMARY OF VOCATIONAL EDUCATION ADMINISTRATOR 
COMPETENCY STUDIES FOUND IN LITERATURE 



Researcher and Inst ltii t ion 

Norman R. Stan^er 

University of California 

John D. Meyer 

Colorado State University 

Darrell L. Ward 

Oregon State University 

Lloyd D. BriRgs 

Oklahoma State University 

Jimmie R. Baltimore 

Oregon State University 

Darrell D. Martin 

Oregon State University 

Wayne S. Ramp 

Southern Illinois University-Carbondale 

Edward Anderson 

Illinois State University 

Lloyd Sundstrom 

Oregon State University 

John Coster et al . 
.North Carolina Statu University 

Raymond A. Holt 

University of Tennessee 

Richard L. Lynch 

Ind iana Un ive r s i t y 

Robert J. Williams 

Kent State University 

Billy N. Pope 

EPD Consortium D, Texas 

Richard J. Kasper 

The Ohio State University 

Robert B. Pyle 

University of Pittsburgh 



DaXe Major Find i ; ; w: 

1967 73 duties and i' tlons 



1970 60 "understanding/' statements 

56 "ability" st/i tr^mt^nts 

1970 AO verified compctrenc les 



1972 AO verified corapeten<' ies 



1972 98 competencies 



197 2 98 competenc ies 



1972 158 competencies 



1972 A9 competencies 



1973 149 competencies 



1973 65 functions 



1973 54 competencies 



1973 84 tasks 



1974 90 competency elements 



1975 258 critical behaviors 



J 97 5 9 5 competenc ics 
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CHAPTER li: PROCEDURES 



This research and development pioject consisted of three 
basic phases: (1) a research phase, (2). a curriculum materials 
development and testing phase, and (3) a dissemination phase^ In 
order to accomplish project objectives, the following methods and 
procedures were used: 



1. Conduct a comprehensive literature search to identify 
relevant administrator studies and available competency- 
based materials. 

2. Analyze available research on the identification of 
administrator competencies . 

J. Conduct a DACUM committee workshop to update and iden- 
tify additional administrator competencies . 

A Analyze, refine, and merge administrator competencies 
into a single list. 

Verify competencies nationally through a stratified 
survey of carefully selected secondary and post- 
secondary administrator respondents . 

^. ::iummarize and analyze findings* 

7. Tentatively cluster verified competencies for curriculum 
development purposes . 

b. Devise instructional materials format. 

9. Develop prototypic instructional packages (modules) and 
a user ' s guide . 

lU. Conduct field tests of instructional materials in dif- 
ferent types of instructional settings at four geograph- 
ically diverse locations. 

li. Revise all materials using feedback obtained from stu- 
dents { administrator trainees) and resource persons 
(instructors) . 

1^. Publish and disseminate research report, modules, and 
user • s guide • 

Tn(j first six procedures, which constitutes the research phase 
of the project, are covered in the remainder of this report • The 
last six procedures, constituting the curriculum materials develop- 
ment an^! testing and the dissemination phases, are addressed in 
Part II of the final report entitled The Development of Competency - 
Based Instructional Materials for the Preparation of Local Admin - 
Tstrators of Secondary and Post-Secondary Vocational Education . 

^ " 13 
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Ihe major steps of the research phase are portrayed graphi- 

^nin^ ^" ^^"''■'^ J^"" ^^^^^ ^^^^f^ ^^'^ research phLe involved 
conducting a comprehensive manual and computer search to idontifv 

materials^'^"'^"^^^''''^°'' studies and available competency-based 
Conduct Literatu re Search 

An extensive and continuing manual and computer search was 
.nade of several data bases during the period July 1, 1975 and 
February I, 1976. Soe Chapter I for a description of th^s; data 
bases and the period of time each was searched. In the -.carch 
for relevant research studies where competencies, tasks, >r simi- 
Jar performance statements were being identified for loca admin- 
istrators of either secondary or post-secondary vocation.Ti educa- 
tion programs, 15 studies were found. These studies arc described 
in the related research section of Chapter I. 

At the same time the comprehensive search for administrator 
research studies was being made, a careful search was also made to 
Identify existiny competency-based instructional materials that 
had been specifically designed for training local administrators. 
As mentioned in Chapter I, this search proved almost futile as 
only one set of materials was located. These were the Ar3C-- 
Instructional Packages that were prepared as part of a 1"74 
proiec^ at Illinois State University (Edwards et al.). While 
these materials were considered helpful, they are Illinoi-- 
spocific to a considerable extent, are not basically sd - 
contained, require tapes and other media not generally avai'ablo, 
and have not been field tested outside of Illinois. 

Review Literature to Idcnt ify Competenc i e s 

Each of the 15 studies presented in the review of related 
research were read and carefully scrutinized to identify as many 
different task statements as could be found. This immediately 
presented the researchers with some problems, because there 
seemed to be little uniformity among the various studies reviewed 
in terms of what constitutes a good competency or task statement. 

To guide the selection and later writing of task statements, 
the following definitions of task and duty statements were estab- 
1 ished . 

A task is a discrete and meaningful work activity which has 
a definite beginning and ending time. A rask statement is a 
written description of an observable performance which desc ibes 
what a person will do as he/she performs in the administrator 
role . 

•A duty is a larger, arbitrarily established, segment of work 
performed by an individual, and is composed of several rolotod 
tasks. The duties and tasks performed by an individual consti- 
tute a job. 

12 
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ADMINISTRATOR PROJECT 
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TO 
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It was aqreed that a task statement must be clearly stated 
so that it is easily understood by the intended respondent and 
potential users. The task statement must include termino. oqy 
which is consistent with current usage of local administrators in 
the field. The statement must be explicit so that the same inter- 
pretation may be applied l^iy all respondents. 



are 



The components of an accoptable task statement, in .)rcier, 

• Y^ii^ " '^^^ verb must be a present tense action word, 
e.q., plan, conduct, survey, develop, orqanizc. 

b. Object - The thing acted upon, e.q., program, machine, 
employee , school , committee . 

Cjuali f i er - The use of a qualifying word or phrase is 
optional, to be \ised only when necessary to clarify the 
meaning of a task. 

For additional guidelines used in critiquing, writin(4, and 
revising task statements, see the Task Statement Checklist: in 
Appendix A. 

C onduct DACUM Workshop to Identify Competency Statement s 

In summarizing the review of related research in Chapter I, 
concern was expressed that heavy reliance had been placed upon 
literature reviews by several researchers as the only basis for 
the development of competency statements. The problems inherent 
in this approach to establishing a comprehensive listing of task 
statements for any position are at least twofold. The major 
problem is that any review of literature is reliant upon mat(?~ 
rials which have already been published and disseminated. Such 
materials are generally at best a year or two old, and hence 
already somewhat dated be^fore others have access to them. A 
review of the literature tends to provide a description of ''what 
was," rather than "what is," or "what ought to be." 

The second problem inherent in the literature review as the 
only source of task statements is that it places total reliance 
upon secondhand information. In few cases, for example, have 
local administrators who perform the tasks that are of concern 
in this case, been directly involved ;.n writing the task state^ 
ments. Someone else, commonly a doctoral candidate, has written 
the task statenients that arc available, and the administrators 
have reacted to them. 

While the literature review is valuable as one source of 
competency statements because it permits building upon the work 
of others, it has serious shortcomings as ,tho only source of 
dor ivinq task t..i t c^me n t s . 



14 



EKLC 



22 



To alleviate or avoid altocjothei the shortcomings of the 
literature-review-only approach, it was decided to also use a 
relatively new and innovative approach to curriculum development 
and task identification as a second input to the task identifica- 
tion process. This procedure, known as DACUM (Developing A Cur- 
ricalui^u) , by its very nature permits the identification of**"what 
is" tasks and, to some extent, the identification of some of the 
"what ought to be" tasks. 

Its use was based on the assumption that persons actively 
and very successfully engaged in an occupation should be the most 
knowledgeable about tasks related to that occupation. In this 
case, project staff concluded that the best source of information 
about what local administrators of vocational education do, would 
be a representative but select committee of administrators them- 
selves . 

It is believed that this DACUM was the first of its kind 
ever conducted in the United States to analyze the job of a pro- 
fessional educator (in this case, of local administrators). For 
a general description of the DACUM approach to competency/task 
identification, see Appendix B. For further details of the DACUM 
approach, see Adams (1975) and/or Sinnett (1974). 

To facilitate the identification of additional task state- 
ments, and particularly those that might reflect recent trends and 
Chang : nti administrator responsibilities, a carefully selected 
group or 12 experienced administrators from four different states 
was convened as a DACUM workshop committee at The Center for 
three days in January 1976. See Appendix C for a description of 
the Administrator DACUM Committee Selection Factors and Appendix 
D for a list of the DACUM participants. Under the leadership of 
an experienced and highly qualified DACUM coordinator*, the com- 
mittee was carefully guided through each of the following steps: 

1. General introduction and orientation, 

2 . Review of the administrators ' occupational area . 

3. Identification .f the general areas of competence. 

4. Identification of the specific skills for each of the 
general areas of competence. 

5. Review and refinement of the skill statements. 



*The administrator DACUM workshop coordinator was Lawrence Coffin, 
Director Program and Staff Development, Holland College, 
Char lottetown, P.E.I. , Canada. 
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Analyze, Relin e^ n wd Merge Competency Statements 



This was a tedious, difficult, and time-consuming task but 
one which was believed to be very important in order to develop a 
comprehensive listing of all the possible Laijks that a local, 
secondary or post-secondary, administrator of vocational educa- 
tion might perform. 

Each task/competency statement was examined carefully by 
project staff against three major criteria as follows: 

1. Does it conform to the established task statem(.M)» 
definition and the 18 task statement checkli5-t ^-r iteria 
(Appendix A) ? 

2. What is its degree of sinilarity to other task state- 
ments , i.e.. 



a . Does it have the same mean mg? 

b . Does it have a similar meaning? 

c. Is it a new task (not similar)? 



3. Is the action verb used tiie most precise verb <\ ailable? 

A decision was made to merge all the task statements identi- 
fied in both the literature review and in the DACUM work.^hop into 
a single comprehensive but unique listing of statements. This 
task consum.ed nearly two months of project staff time. Since the 
DACUM listing was the newest and most comprehensive listin^: avail- 
able, it was used as the base line list against which task state- 
ments from all the other relevant studies were compared. The 
analysis and refinement process was first conducted independently 
by each staff member. Differences, and there were many at first, 
were then argued and debated until consensus was achieved in a 
committee meeting. During this review and refinement process, the 
task statements were submitted to three other Center staff who 
had had actual experience as a local and/or state level adminis- 
trator of vocational education. Their reviews were helpful in 
developing action verbs that were more descriptive of some of the 
tasks . 
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Develop Administrator Task Inventory 

A great deal of attention and time was also given to the 
development of an instrument that would be attractive and that 
would secure the type of information needed. A large number of 
task inventory instruments were reviewed to gain ideas on format, 
directions, and the most inportant questions to ask. 

It was felt that grouping the refined task statements into 
} -oad categories would be helpful to respondents. Hence all the 

iSk statements were grouped into one of nine broad categories of 
responsibility. closely related tasks were also clustered' 
together within categories. 

16 

24 



Alter a great deal of debate and discussion, it was decided 
that it^'Spondents (local administrators) should be asked to respond 
on a six-point Likert-type scale to two questions about each task 
statement • The questions were (1) how important is the perfor- 
mance of this task in your job as a local administrator and 
(2) what degree of training do most administrators need in order 
to effectively perform this task? Additionally, a ten-item 
inforraation sheet was devised to gather demographic data about 
the administrator respondents . Part of this data was used to 
categorize respondents as either secondare' or post-secondary 
administrators and as being employed in a rural or urban area. 

Finally, directions and a cover letter to the potential 
respondents were very carefully written and critiqued by several 
members of the project staff. It was felt that directions needed 
to be vt^-ry clear to ensure the same interpretation by all respon- 
dents a; 1 to encourage a hig. rate of response. 

After the complete instrument and cover letter were drafted, 
they we:e independently reviewed by a three-person internal tech- 
nical review committee and pilot tested on three local adminis- 
trators in the Columbus area. The information obtained from 
these, reviews was valuable in improving directions and instrument 
format. The final draft of the Administrator Task Inventory may 
be fou.id in Appendix E. 

Obta: ,n \ational Verification of Competencies 

the national verification process, several important 
facto.^- were considered in selecting the ^respondent group. First, 
it wa:^ . included that only the most competent administrators that 
could identified should be asked to respond to the task inven- 

tory the reasons outlined earlier. A sample, biased in terms 

of be i. : the most competent administrators available, was there- 
fore '..^iht. Second, it was considered that broad geographic 
repr<_ tation needed to be obtained if the research findings 
were oe generalized to the entire United States. To provide 
that ^ • 't^resenta t ion it was decided to select one state from each 
of th^ U.S. Office of Education's ten geographic regions. Third, 
it wa- -^it that the number of secondary and pos t-secOndary local 
admin 1 rators selected should be about proportionate to the 
totaJ n'tber of such persons employed. Further, it Was felt that 
respo .di_Ats at both levels should include administrators who are 
responsible for vocational programs only and administrators of 
comprt'hensive programs who are responsible icr both academic 
and voc.ttional programs. To provide that representation, a sample 
stratified according to those criteria was sought. Fourth, several 
other Important and relevant ^election criteria such as respected 
by peei:3, minority representation, and both rural and urban 
repreSi^nta t ion were suggested to the ten State Directors of Voca- 
tional ::ducation who were asked to do the nominating. 

P eject staff selected one state from each of the ten U.S. 
Office of Education geograpliic regions with the primary criteria 
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being that the state have a sizable number of both secondary and 
post-secondary vocational programs. The states selected were: 
Region I - Vermont, Region II - New York, Region III - Pennsyl- 
vania, Region IV - Alabama, Reyion V - Ohio, Region VT - Texas, 
Region VII - Nebraska, Region VIIT - Utah, Region IX - California, 
Region X - Idaho. It was later discovered that Vermont did not 
have enough post-secondary administrators, so nominees for that 
level for Region I were then sought from Massachusetts. 

A letter from the Director of The Center was sent to the 
State Director of each of the states selected explaining the pur- 
pose of the research project, and soliciting his/her assistance 
in nominating the persons desired according to the criteria spec- 
ified. See Appendix F for a list of the suggested criteria for 
administrator nominees and a sample page of the nomination form. 
The mailing of the letter and nomination criteria were followed 
up about ten days later with a phone call by a project s^af* mem- 
ber to further explain the need for assistance and to answer 
questions . 

After receipt of all the 130 nominee's names and addresses, 
a cover letter and the Administrator Task Inventory were sent to 
all the nominees by mail on May 7, 1976. In addition to the 
cover letter from the project director, a supportive letter from 
David V^. Berryman, President of the National Council of Local 
Administrators, was also enclosed. On May 25, 1976, a follow-up 
letter was sent to the approximately 60 administrators who had 
not yet responded to the first request. Finally on June 14, 1976, 
a second follow-up letter and an additional copy of the inventory 
was sent to the approximately 25 administrators who had not yet 
responded. Copies of the four letters used are contained in 
Appendix G. 

Analyze and Summarize Data 

The Administrator Task Inventory instruments were coded and 
the data key punched for summary and analysis by computer. The 
data collected was analyzed on both the "importance" and "degree^ 
of training needed" questions to determine the number of responses 
to each task statement, the median response to each task state- 
ment, and the percentage responding to each level of the six- 
point Likert scale. The 191 task statements were rank ordered 
from highest to lowest on the "importance" to the job factor using 
median scores as the basis for ordering • 

Two Chi-Square tests of significant differences were also 
computed to determine which task statements were perceived dif- 
ferently on the importance of the task factor by secondary versus 
post-secondary administrators and by administrators from rural 
versus urban areas. 




18 



2o 



Conduct National Advisory Committee Review 



A six-person national project advisory committee was con- 
vened at The Center September 2-3 ^ 1976 for the purpose of review 
ing progress on the project to that date and to provide project 
staff with guidance regarding the use of the research findings^ 
the establishment of module development priorities, the module 
and user's guide format, and field testing procedures. The com- 
mittee reacted very positively to the work already done and had 
several valuable and useful suggestions regarding the development 
and field testing of the modules and user's guide- A list of the 
advisory committee members and a copy of their agenda may be 
found in Appendix H. 
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CHAPTER III; RESULTS 



This chapter aescribes the major findings resulting from the 
procedures used in the research phase of the project. 



Competency Identification r 

In the process of identi f ying competencies , 15 research 
studies dealing with the id*, ntif ication of competencies important 
to local administrators were located and analyzed. While these 
studies varied widely in quality, they served as a valuable input 
in the development of a comprehensive listing of administrator 
task statements . They also provided concrete evidence that the 
professional role of local administrator of vocational education 
could be analyzed in terms of the tasks or competencies performed 
The majority of the studies conducted had used Likert-type scales 
and either juries or panels of authorities for ranking and deter- 
mining the relative degree of importance of the identified compe- 
tencies. 



The DACUM workshop conducted in January 1976 proved to be 
extremely successful. Using a modified small-group brainstorming 
technique, the members of the DACUM committee at the end of three 
very intensive days had describea what they do as local adminis- 
trators and had reached consensus on a total of 222 task state- 
ments clustered into eleven broad categories or areas. All mem- 
bers of the DACUM committee, though thoroughly exhausted by their 
experic?nce, reacted very positively to the technique and the 
results obtained. One participant, when asked to react to the 
workshop experience, said "The DACUM workshop was a fantastic 
experience. We (the participants) couldn't stop thinking about 
it* I think the results of the approach were excellent and that 
the approach should be used more often." All members of the 
DACUM committee wanted a copy of the task list (chart) developed 
to take with them at the close of the workshop. 

Project staff took the two competency lists — the DACUM list 
and the review of literature list — and compared, refined, and 
finally merged them into one comprehensive list of 191 statements 
It is worthy of note that between 36-40 new competency statements 
were found in the DACUM list that did not surface from the review 
of the literature. At the same time, about 25-30 statements were 
found in the literature that were not brought up by the DACUM 
committee. It was concluded that both sources of input were very 
important to obtaining a comprehensive and up-to-date list of 
competencies that could be submitted to a select group for 
national verification. 

Competency Verification 

By June 30, 1976, the cutoff date for receipt of the Admin- 
istrator Task Inventories, 120 of the 130 administrators had 
returned usable instruments for a 92.3% rate of return. It was 
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felt that the large amount of time expended by project staff in 
refining the task statements, developing the task inventory 
instrument^ and pilot testing it, paid off in terms of the high 
rate of return received for such a lengthy instrument. Another 
factor that was probably operating in favor of a high response 
was the fact that the sample itself was purposely biased by the 
careful selection of only the most competent administrators 
available in the eleven states participating. 

One hundred eighteen of the 120 administrators responded to 
the question about the type of school in which they were employed^ 
Seventy-five respondents (63.6%) reported they were working in a 
secondary school setting; 43 (36.4%) reported employment in a 
pos t- secondary ins ti tut ion . 

One hundred twelve of the administrators responded to the 
question about whether their school was serving a rural or urban 
community of less than 100,000 population or an urban community 
of 100, 000 population or mor.e. Seventy-one (63.4%) reported 
working in a "rural" setting and 41 (36.6%) reported service to 
an urban community. 

Data Analysis 

The summary of the responses of 120 local administrators to 
the 191 task statements contained in the Administrator Task 
Inventory is presented in Appendix I. 

Responses to the question, "how important is the performance 
of this task in your job as a local administrator, " are reported 
as follows : 

1. Number of responses to each task statement 

2. Median response to each task statement 

3. Percent responding to each level of six-point scale 

Responses to the question, "what degree of training do most 
administrators need in order to effectively perform this task" 
are reported in the same manner. 

The rank order of the perceived importance of the 191 admin- 
istrative tasks without regard to catecjory is presented in 
Appendix J. The actual median value for each statement is also 
reported . 

The 166 competencies considered by project staff to be veri- 
fied as important to secondary and post-secondary local adminis- 
trators of vocational education are presented in Appendix K. An 
important competency or task statement was operationally defined 
as a competency receiving a median score of 3.0 cr higher on the 
six-point scale. It should be noted that only three statements 
received a median score of loss than 2.0. One hundred riftr^on 
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statements received a median score of 4.0 or higher. In Appendix 

the 166 tasks verified as important are listed within the 
original broad category groupings and adjacent to related tasks. 

The responses were also analyzed to determine if there were 
any statistically significant differences in the way that second- 
ary versus post-secondary administrators perceived the importance 
of the various competencies. A statistically significant dif- 
ference at the .05 or higher level using Chi-Square was found on 
31 different tasks (see Appendix L for listing). 

Another analysis was made us^'-^g the same procedure to ascer- 
tain whether there were any stati. .ically significant differences 
between the way rural administrators (less than 100,000 popula- 
tion in area served by school) versus urban administrators (100,000 
or more population) responded to the task statements. A statis- 
tically significant difference was found on the responses to 15 
statements (see Appendix M for listing) . 

At the end of each category of task statements on the Admin- 
istrator Task Inventory, space was provided and respondents were 
instructed to "add any other statements that you have performed, 
or that you feel need to be performed by local administrators 
which are not listed." While several comments were received in 
these spaces, only seven additional task statements were suggested 
as follows: 

1. Interpret and apply "due process" laws and regulations 
relating to students. 

2. Interpret and apply Title IX laws and regulations to 
students and s ta f f . 

J. Promote cooperative efforts with management and labor. 

4. Establish school calendar in cooperation with partici- 
pating districts. 

5. Interpret vocational education to academically-oriented 
administrators . 

6. Establish and oversee policy for drug and alcohol abuse. 

7- Interpret rules and regulations for licensed curricu- 
lums. 
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CHAPTER IV: CONCLUSIONS AND RECOMMENDATIONS 



This portion of tho project was designed to identify and 
verify the competencies important to local administx-ators of 
vocational education at both the secondary and post-secondary 
levels. The conclusions and recommendations developed are based 
upon the evidence obtained and the experience of staff in carry- 
ing out this phase of the project. 

Conclusions 

In considering the procedures used and the results of this 
study, the following conqlusiona art.' varranted: 



1. That the job of local administrators of vocational edu- 
cation, while complex and unique in many ways, car be 
adequately described in terms of competency or task 
sta temen ts . 

2. That both the literature review and the DACUM workshop 
contributed signifi cantly to the compilation of a com-- 
prehensive list of admini stra tor task sta temen ts . 
DACUM proved to be a very effective, low cost, and 
quick procedure for identifying 36-40 new bask state- 
ments that were not in the literature. These statements 
constituted a significant percentage (approximately 
19.9%) of the 191 statements making up the refined list 
contained in the Administrator Task Inventory. 



3. That a sound data base of nationally verified compe- 
tencies important to secondary and post-secondary local 
administrators of vocational education exists as a 
basis for: 



a. planning competency-based administrator education 
programs for vocational admini s tr a tor s 

b. conducting vocational administrator training needs 
assessments 

c. developing competency-based instructional mc^terials 
for training local administrators of vocational edu- 
cation 



Recommenda t ions 

The following reconunendat ions {based upon the procedures , 
findings, and conclusions, and the investigators* experience in 
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conducting this study) are offered as a quide to other researchers, 
curriculum developers, and program planners: ' 

1* That the competencies identified and national J v veri- 
fied in this study be used as a basis for: 

a. designing competency-based administrator education 
preservice and inservice programs for local admin- 
istrators of secondary and post-secondary vocational 
educa t xon 

b. conducting preservice and inservice training needs 
assessments for local administrators of vocational 
education 

c. developing additional competency-based moduVarized 
curriculum materials to deliver upon at lea.-h the 
166 competencies verified as important. 

2. That the DACUM workshop approach to occupational analy- 
sis and task identification be more widely used in the 
curriculum development process to ensure the dev<^lop- 
ment of a more compr ehciis i ve and up-to-date listing of 
task s ta tement s . 

3. That the effectiveness of the DACUM approach for the 
identification of both professional and technical compe- 
tencies merits further study by other invest igci ^ or s . 

4. That when verifying lists of task statements, orny the 
most competent (successful) incumbents should asked 
to respond to a task inventory ins t rumen t . 

5. That a similar national task/competency identification 
and verification study be conducted periodically to 
update the competencies and administrator education 
programs needed to effectively prepare local adminis-- 
trators of secondary and post-secondary vocational edu- 
cation programs « 
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APPHNOIX A 
TASK STATEMENT CHECKLIST* 



vo- ci task statements that are too general or too specific. 

2. Avoid obviously trivial Lasks, e.g., "count students." 

3. Avoid task rfiatements that are actually steps of tasks. 

4. Use short words instead of long words or expressions. 

5. Avoid vague or ambiguous words such as "check," "work with," 
or "handle. " 

6. Avoid task statements that are unrateable in terms of time 
spent on them. Example: "skill and knowledge " items that 
beqin with words such as: 

(a) "Have responsibility cor" 

(b) "Know how tc" 

(c) "Understand" 

(d) "Have knowledge of" 

?• Avoid redundant qualifying phrases such as "in accordance 
with," "as required," "as necessary," "when appropriate," 
or ''appropriate . " 

8. When qualifying the task, use "such as" followed by two or 
three examples. Avoid "and/or" and "etc." 

9. Tasks should be independent and distinct. 

10. Avoid compound objects if possible. 

11. Avoid the use of colons or semicolons. This suggests the 
statement is probably too long or represents a combination 
of tasks. 

12. Instructions an administrator receives are not a task unless 
he/she performs a task in the process. If a skill is not 
involved , it is not a task . 

13. Use practitioner/field terminology so that the task will have 
the same meaning, to all administrators. 

14. Keep statements brief. 



♦Adapted from a document produced by the Vocational-Technical 
Education Consortium of States (VTECS) , Atlanta, GA: Southern 
Association of Colleges and Schools. 
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There cannot be overlap between tasks within or botwoon 
duties. A task may a}:>pear only once in a task list. 



16. Look for parallel tasks across duties, o.cj., 

(a) Equipment that is purchased is probably inventoriod. 

(b) Equipment that is inspected is probably repaired. 

17. Whenever posslblcr avoid multiple verbs in a task sUite^mont, 
unless the actions are always performed together. 

18. Spell out all abbreviations, at least the first time they 
are used, followed by the abbreviation in parenthesis. 

19. Each statement should stand alone as a sentence (the pronoun 
"I" is understood; the sentence begins with the verb). 
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APPMNDIX B 



DESCRIPTION OF THE DACUM APPROACH TO 
COMPETENCY/TASK IDENTIFICATION^ 



DACUM (Developing A Curriculum) was created in the late 
1960 's by the ExperimentaT Projects Branch, Canada Department of 
Regional Economic Expansion, and the General Learning Corporatioii 
of New York. It has proven to be a very effective approach for 
quickly deriving, at a relatively low cost, the competencies or 
tasks that must be performed by persons employed in a given posi- 
tion or occupational area. 

DACUM, which utilizes small-group brainstorming techniques, 
is a process which results in a skill profile for a particular 
job or occupational area which can serve as a solid basis for 
curriculum development. As a process, it is a dynamic group 
analysis of a specific job or occupational area. As used, the 
DACUM approach involves all of the processes of analysis, chart- 
ing, rating^ selection, and sequencing. 

DACUM is primarily concerned with the WHAT of a curriculum, 
rather than the HOW. It is an element or function of a systematic 
approach to curriculum development, which can be characterized as 
a type of occupational analysis. DACUM represents a relatively 
new and innovative approach to establishing a solid basis for 
cur ricu lam development . 

It is graphic -in nature, presenting definitions of an entire 
occupation on a sheet of paper. This tends to prevent treatment 
of any element of the occupation in isolation, and conversely 
tends to promote treatment of each element as part of a larger 
whole. It is, in fact, a form of an analysis of the occupation 
rather :han a curriculum evolving from an analysis. General 
areas of competence required in the occupation are defined and 
each is subdivided into thofie individual skills (tasks) that 
collectively enable an individual to perform competently within 
that general area. These skills are defined quite simply and are 
structured independently in small blocks on the chart. Each can 
serve ai; an independent goal for learning achievement. 

A carefully chosen group of about 10*-12 experts in the occu- 
pational area form the DACUM committee and work for three days to 
develop the DACUM chart. Committee members are recruited directly 
from business, industry, or the professions, and do not include 
vocational educators. A DACUM committee is carefully guided 
throutjh each of the following steps: 

1 . General introduction and orientation. 




♦Material adapted from William E. Sinnett, The Application of 
DACUM in Retraining and Post-Secondary Curriculum Development 
(Toronto, Ontario: Humber Allege of Applied Arts and Tech- 
nology^ Randa Division, 1974). 
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2. Review of a description of the specific job or occupa- 
tional area. 

3. Identification of the general areas of competcpco. 

4. Identification of the specific skills for each ..m t:he 
general areas of competGnce. 

5. Review and refinement of the skill statements, 

6 . Sequencing the skil 1 statements • 

7. Establishing levels of competence for each skill in 
terms of difficulty, frequency, and general importance 

8. Final structuring of the competency profile chart • 

Once completed, the DACUM chart serves as a basis for the 
content structure of the instructional materials that are devel- 
oped by the vocational teacher with the advice of the occupa- 
tional advisory committee. 
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APPKNDIX C 

ADMINISTRA'l'OK DACUM COMMETTME SMLMCHMON FACTORS 



Four States USOE Region Representing 
New York TI 
Pennsylvania m 
Kentucky IV 
Ohio V 



Need Six Nominations from Each State (Three regular nominees and 
three alternates ) : 

a. 2 - Post-secondary vocational education administrators 

b. 2 - Secondary vocational-technical school administrators 

c. 2 - secondary comprehensive school administrators 

Qualities and Desired Characteristics 

a. One each with and one without voca.tional teacher experience 
for each category 

b. Persons who are recognized as leaders within the state in 
N/ocational education 

c. Employment in positions — minimum of one year--maximum of five 

d. Sex--at least one female per state 

e. Administrative titles acceptable include local director, 
coordinator, principal, superintendent, and assistant to such 

f. Person willing to speak out and yet not dominate others 
(possess a quality of open-mind edness and willingness to 
listen to others) 

g* Fuli-tinie administrators of vocational- technical educations- 
no supervisors or part-time administrators 

h. At least one-third at the assistant (or junior) level of 
leadership 
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APlM'iND I X D 



A.DM INI STKATOK DAClUM CdMMI'ITKK I'AKT f C 1 PANTS 
.January 20-22, 197h 



NKW YORK 

Donald Dayer 

DlrocCiir ul Occupational KcJut:atlon 

Erie County Boces //I 

99 Aero Drive 

Buffalo, New York 14225 

Mary Morris 

Executive Administrator 
Boces of Nassau County 
Valentines Road and The Plain Road 
Westbury, New York 11590 

Bertran F. Wallace 

Director of Occupational and 

Cont inu Ing Education 
Yonkers City School District 
1A5 Palmer Road 
Yonkers, \ow York 10701 



OHIO 

Robert 1. 1 inkscale 

Vocal ion.: 1 Director 

East Cle\'eland City Sc*hooJs 

15305 Terrace Road 

East Cleveland, Ohio 44112 

Rosemary Kulde 
Dlrec tor 

Diamond Oaks CDC 
6375 Har'ison Avenue 
Cincinnati, Ohio 452 3 9 

Fred A. Yenny 
Presidei * 

Stark Tc. inical College 
6200 Frank Avenue, N.W. 
Canton, Ohio 44 720 



PENNSYLVANIA 

Edward Magi iocco 

Pr inc ipa 1 

Dobbins AVTS 

22nd and Lehigh Avenue 

Philadelphia, Pennsylvania 19132 

Retha B. McFadden 
Coordinator 

A. Philip Randolph Skill Center 
Henry and Roberts Avenue 
Philadelphia, Pennsylvania 1912 9 

Edwin O. Riobel 

Director, Lenape AVTS 

2215 Chaplin Avenue 

Ford City, Pennsylvani a J 6226 



KENTUCKY 
Mar tha Raymer 

Regional Director of Vocational 

Educa 1 1 on , Reg ion Four 
Col lege of Education 
Room 129 

Western Kentucky University 
B> wiing Green, Kentucky 42101 

Jerry Sebastian 

Coordinator 

Kenton County AVS 

3234 Turkey Food Road 

Fort Mitchell, Kentucky 41017 

Larry Sutton 
Coord inator 

Clark County Area Vocational 

Education Center 
650 Boone Avenue 
Winchester , Kentucky 403 91 
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CENTIfi FOR VOCADONAL EDUCATION 



T»i»0li«5tmUn»riiiv • 1960 ««in» Bom ■ ColKmHui Otiif UJtO 



ADMINISTRATOR TASK INVENTORY 



'Vhy We Need YOUR Help 

In cxx)peration with the USOE Bureau of Occupational and Adult Education, we are conducting a national study tc determine the competencies needed by 
local administrators of vocational education to effectively carry out their duties and responsibilities. 

The study requires the careful identification and verification of the many tasks performed by local administrators working at both the secondary and post- 
secondary levels. Once the tasks have been identified, we will begin to develop competency-based instructional materials designed specifically to help meet the > 
training needs of vocational administrators. The knowledge and experience you have gained by your direct involvement in most, if not all, of these tasks make you S 
uniquely qualified to advise us on both the importance of each task and on the degree of need for traininj] which exists. Your individual responses will be held in § 
strict confidence, as only group responses will be reported. D 



H 



' You have been carefully selected as a qualified respondent, and your input will contribute to rhe development of effective training materials for local 
administrators, Should you wish to contribute even further to this curriculum development effort, please provide all of the information requested about your 
interest and areas of expertise in Part 1 1 of this instrument. 



Please try to complete this inventory within five working days, A stamped, self-addressed envelope is provided for your convenience in returning the inven- 
tory. As a small expression of our appreciation for completing this inventory, we will send you a summary of our findings. 



THANKS VERY MUCH FOB YOUR ASSISTANCE. 





PARTI- TASK STATEMENTS 



Instructions; Please read very carefully! 

On the pages which follow you will find a list of task statements clustered into nine maior categories (A through I) which may relate to the administration of local 
vocational educ?*ion programs. We need your personal reaction to two maior questions about each task staten""*' 

a. How important is the performance of the task in your job as a local administrato, ? 

b. What degree of training do most local administrators need in order to effectively perform the task? 
Answer these questions by completing the following steps; 

1 . For each task in Category A indicate how important you believe performance of the task isin yourjob as a local administrator. In the "Importance of Task" 
column choose and circle the number which most accurately reflects the importance of that task. If you do not perform some of the tasks because they are 
anot her admlnistrator'j responsibility at your school, please circle the number which indicates how important you believe those tasks are to the overall admin- 
istration of vocational education at your school, Ifi teacher or other non-administrator indeoendentlv performs some of the tasks listed, mark them as of no 
importance to your job as a local administrator. Use the scale below to rate the importance of each task: 

5 ^ Of Great Importance Performance is aitical to program operation 

4 



w 3 
2 
1 

0 = Of N2 Importance Perform^ce makes no contribution to program operation. 

2. Add any statements to Category A that describe other tasks that you have performed, or that you feel need to be performed by local administrators which 
are not listed, 

3. For each of tfie statements in the category (except those you judged to be of no importance), indicate the degree of training needed. In the "Degree d Training 
Needed" column, indicate the extent to which the task requires that most administrators who perform the task obtain training to sur.:essfully and efficiently 
perform it. Use the scale below to indicate the degree of training needed. 

5 = QiM Need The task requires a great deal of training for the administratnf 

4 

3 

2 

I 

0- No Need The task'requires no training. 

4. Repeat steps No. 1, No. 2, and No. 3 for of the remaining categofiw, 

EKLC^ Cfiack " 'nventory toseeifyouhaverespondedtobothquestionsfore^jtitementk^^^ 



ADMINISTRATOR TASK INVENTORY 



NOTE PLEASE BE SURE lO 'HAVE 
READ THE ABOVE INSTR jCI IONS 
CAREFULLY BEFORE PROCEEDING. 



Ta{k Statements 



CATEGORY A: PROGRAM PLANNING, DEVELOP- 
MENT, AND EVALUATION 



1. Survey student and parent interests. 



^ 2. Collect and analyze manpower needs assessment data. 

3. Direct occupational task analysis for use in curriculum development. 

4. Direct the identification of entry-level requirements for jobs. 

5. Involve community representatives in program planning and 
development, 



6. Obtain state and federal services and resources for program 
development. 

7. Cooperate with district, county^ regional, and state agencies 
in developing and operating vocational programs, 

8. Prepare annual program plans. 

9. Prepare and update long-range program plans. 
Develop overall vocational program goals, 
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Importdnte ol Task 

How important is the perfor. 
mance of this task in your job 
as a local administrator' 

(Circle one response I 



Great 
Impor- 
tance 



5 
5 
5 
5 



3 2 

3 2 

3 2 

3 2 

3 2 



3 2 

3 2 

3 2 

3 2 

3 2 



No 

Impor- 
tance 



0 
0 
0 
0 



0 
0 
0 
0 



Degree of Training Needed 

What degree of training do most 
administrators need in order to 
effectively perform this task' 

(Circle one res()onsel 



Great 
Need 



5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 



5 4 3 2 



5 4 3 2 



5 4 3 2 



5 4 3 2 



5 4 3 2 



No 
Need 



0 
0 
0 
0 



0 



Task Statements 



11. Coordinate district curriculum development efforts. 

12. Approve courses of study, 

13. Establish school admission and graduation requirements, 

14. Recommend program policies to the administration and board, 

15. Implement local board and administrative policies. 



16, Interpret and apply state and/or federal vocational education 
legislation. 

1 1 Interpret and apply other relevant state and federal legislation 
(suchasCETA), 

18, Develop plans for evaluating instructional program. 

19, Direct self-evaluation of the district vocational programs. 

20, Involve external evaluation personnel in assessing program 
effectiveness. 



21 . Design and select instruments for evaluating the instructional 
orogram, 

22 Evaluate the effectiveness of the insiructional program. 

Initiate stwient and employer follow-up studies. 
24. Analyze student and employer fol'ow-uD studies 



Importance of Task 

How important is the perfor- 
mance of this task in your job 
as a local administrator? 



iCirclemresponsel 



Great 
Impor- 
tance 



No 

Impor- 
tance 



5 4 3 2 1 0 

5 4 3 2 1 0 

5 4 3 2 1 0 

5 4 3 2 1 0 

5 4 3 2 1 0 



5 4 3 2 1 0 



5 4 3 2 1 0 

5 4 3 2 1 0 

5 4 3 2 1 0 

5 4 3 2 1 0 



Degree of Training Needed 

What degree of training do most 
administrators iieed in order to 
effectively perform this task? 

(Circle one mponse) 



Great 
Need 



5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 



5 4 3 2 



5 4 3 2 1 0 5 4 3 2 

5 4 3 2 1 0 5 4 3 2 

5 4 3 2 1 0 5 4 3 2 



5 4 3 2 



No 

Need 



0 
0 
0 
0 
0 



5 4 3 2 10 

5 4 3 2 1 0 
5 4 3 2 1 0 



/b. necommerxi cumculum revisions based 


5 


4 3 


2 1 0 


5 


4 


. 3 


2 


1 0 


26. Assess student testing and grading procedures. 


5 


4 3 


2 1 0 


5 


4 


3 


2 


1 0 


27. Analyze the school and community's feelings toward 


















ediicatiojiatchcir.ge 


5 ' 


1 3 


2 1 0 


5 


4 


3 


2 


1 0 


?B Write propuyls for the funding of new programs and 


















the irnprovement of existing programs 


5 ' 


I 3 


2 1 0 


5 


4 


3 


2 1 


0 


29. Coordinate local demonstration, pilot, and exemplary programs. 


5 i 


I 3 


2 1 0 


5 


4 


3 


2 1 


0 


30. Design and overwe local research studies. 


5 I 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


31 . Interpret and use research results for program development 


















and improvement. 


5 ^ 


3 


2 10' 


5 


4 


3 


2 1 


0 


32. Develop suoDlemental/remfidi^l in^tmrtinn;)! rH'rvir;)mc 


















to meet student needs. 


5 4 


3 


2 10, 


5 


4 


3 


2 1 


0 



33. 
34. 



CATEGORY B: INSTRUCTIONAL MANAGEMENT 

I , Establish instructional pruyram entry and completion 





requirements. 


5 


4 3 


2 


1 0 


5 


4 


3 


2- 


1 0 


2. 


Establish student rules and policies (such as atiendance 






















and discipline). 


5 


4 3 




1 0 


5 


4 


3 


2 


1 0 


3. 


Enforce student rules and policies. 


5 ' 


1 3 


I 


1 0 


5 


4 


3 


2 


1 0 


4, 


Design and oversee student progress reporting procedures. 


5 ' 


1 3 


2 


1 0 


5 


4 


3 


2 


1 0 


5. 


Approve student promotions/reassignments, 


5 I 


1 3 


2 


0 


5 


4 


3 


2 1 


0 


6. 


Prepare a master schedule of course offerings. 


5 i 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


7, 


Guide staff in selecting and using effective instructional 






















stiaiegies (such as individualized instruction). 


5 4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 
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Importance of Task 



Degree of Training Needed 



Task Statements 



How important is the perfor- 
mance of this task in your job 
as a local administrator? 



What degree of training do most 
administrators need in order to 
effectively perform this task? 



(Circle m response I 



(Circle one respor)sel 



Great 
Impor- 
tance 



No 

Impor- 
tance 



5" ^ 



Great 
Need 



No 
Need 



Q 


Establish and implement a curriculum design that will achieve 






















the school's instructional goals. 


5 


1 


3 


2 


1 0 


5 


4 3 


2 1 


0 


9. 


Guide staff in integrating and articulatinq the vocational oroflrsm 






















with the total educationdl program. 


5 


4 


3 


2 


1 0 


5 


4 3 


2 1 


0 


10. 


Promote the integration of vocational student organizational 






















activities into the instructional program, 


5 


4 


3 


2 


1 0 


5 


4 3 


2 1 


0 


n; 


Provide for cooperative education progiams. 


5 


4 


3 


2 


1 0 


5 


1 3 


2 I 


0 


12, 


Provide for supplemental/remedial instructional programs. 


5 


4 


3 


2 


1 0 


.5 - 


\ 3 


2 1 


0 


13. 


Provide for special needs programs. 


5 


4 


3 




1 0 


5 ' 

w 


\ 3 


c 1 


n 
u 


14, 


Provide for adult/continuing education programs. 


5 






2 


0 


5 I 


I 3 


2 1 


0 


15, 


Arrange for students to attend programs offer &J by other 






















educational agencies. 


5 


4 


3 


2 1 


0 


5 4 


1 3 


2 1 


0 


16, 


Guide the articulation of secondary an^i postsecond^ y 






















vocational program objectives. 


5 


4 


3 


2 1 


0 


5 4 




2 1 


0 


17. 


Approve selection of instructional equipment, 


5 


4 


3 


2 1 


0 


b 4 


3 


2 1 




18, 


Approv. selection of instructional materials. 


5 


4 


3 


2 1 


0 


5 4 


3 


2 1 


0 


19, 


Maintain a learning resources center for students. 


5 


4 


3 


1 

I 1 


0 


5 4 


3 


2 1 


0 



5i 



IffiportanceofTask 



D^Sfeeof Training Needed 



^ How importani is the perfor- What degree of training do most 

mance of this task in your iob administrators need in order to 

Task Statements as a local adminisirator? effectively perform this task? 



iCirck one responsel (Circle one responsel 
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Great 

Impor- 

tance 






No 

Impor- 
tance 


Great 
Need 






No 
Need 


7: 


Recommend potential staff to the administration and board, 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 0 


8, 


Participate in negotiating staff working agreements. 


5 4 


3 


2 


1 0 


5 4 


3 


2 


I 0 


9. 


Establish staff grievance procedures. 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 0 


10, 


Resolve staff grievances and complaints. 


5 4 


3 


2 


1 0 


5 4 


3 


? 


1 0 


11. 


Interpret the staff benefits program. 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 0 


12. 


Counsel and advise staff on professional matters. 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 0 


13, 


Schedule staff work loads. 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 0 


14. 


Schedule staff leaves, vacations, and sabbaticals. 


5 4 


3 


2 


0 


5 4 


3 


2 


1 0 


15. 


Oversee the work of teachers and other school personnel. 


5 4 


3 


2 1 


0 


5 4 


3 


2 1 


0 


16. 


Provide for a staff record-keeping system. 


5 4 


3 


2 1 


0 


5 4 






0 


17. 


Plan and conduct staff r^eetings. 


5 4 


3 


2 1 


0 


5 4 


3 


2 1 


0 


18. 


Prepare bulletins and other communications designed 
to keep staff informed. 


t) 4 


3 


I 1 


0 


5 4 


1 


2 1 


0 


19, 


Observe and evaluate staff performance, 


r ^ 


3 


2 1 


0 


5 4 


3 


2 1 


0 


20. 


Recommend staff promotions and dismissals. 


5 4 


3 


2 1 


0 


5 4 


3 


2 1 


0 



21 . Provide guidmce to the staff on legal matters affecting 



tht school program. 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


IL Interpret atwl apply licensing and certification regulations 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


li Interpret and apply labor \m and regulations. 


b 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


24. Interpret and apply aflirmative action laws and regulations. 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


25. 




• 








































LAitUURYt: STAFF DEVELOPMENT 






















1. Assess Staff development needs. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


2. Assist in the preparation of individual staff profiles. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


3. Counsel with staff regarding personnel development 
needs and activities. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


4. Establish and maintain a staff learning resources center. 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


5. Conduct workshops and other in-service programs for 
professional personnel. 


5 


4 


3 


2 


1 0 


5 




3 


2 


1 0 


6. Arrange for workshops and other in-service programs 
for professional personnel. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


7, Provide for in-service programs for supportive personnel. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


B, Provide for preservice programs for professional personnel. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


9. Arrange for staff exchanges with business and industry. 


5 




3 


2 


1 0 


5 






2 


1 0 


10. Assist supervising teachers in planning for and working 
with student teachers. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


1 1 . Evaluate staff development programs. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 



12. 

l ERlC 



Importance of Task 



Degree of Training Needed 



Task Statements 



HoA important is the perfoi:* 
marceof this task in your job 
as a local administrator? 

(Circle one responsel 



Great 
Impor- 
tance 



No 

Impor- 
tance 



CATEGORY F: PROFESSIONAL RELATIONS AND 
SELFWELOPMENT 

1 . Maintain ethical standards expected of a professional educator. 

2. Develop and maintain professional relationships with other 
administrators. 

3. Develop and maintain professional relationships with state 
department of education personnel. 

4. Develop and maintain relationships with personnel in 
professional organizations. 

5. Participate in professional organizations. 



What degree of training do most 
administrators need in order to 
effectively perform this task? 

(Circle m responsel 



Great 
Need 



4 3 


2 


1 0 


5 4 


4 3 


2 


1 0 


5 4 


4 3 




1 u 


R A 


4 3 


2 


1 0 


5 4 


4 3 


2 


1 0 


5 4 


4 3 


2 


1. 0 


5 4 


4 3 


2 


1 0 


5 4 


4 3 


2 


1 0 


- 5 4 






« 




4 3 


2 


) 0 


5 4 


4 3 


2 


1 0 


5 4 


4 3 


2 


1 0 


6 4 



No 



3 2 10 

3 2 10 

3 2 10 

3 2 10 

3 2 10 



6. Participate in professional meetings for self impfovement. 

7. Promote professional image through personal appearance 
and conduct. 

8. Assist with the development of state and/or federal plans 
for vocational education, 

9. Participate In fhc development of mulou.ii education 
legislation. 

10. Prepare policy and commendation statements 



1 1 , Represent teac^^er interests and concerns to other 
administrate"' and the board. 



3 2 10 

3 2 10 

3 2 0 

3 2 10 

3 2 10 



3 2 10 



12. 


Develop effective interpenonal skills. 


5 


4 


3 


2 1 0 


6 


4 


3 


} 1 0 


13. 


Write articles md miterials for journals and other professional 




















inedii, 


5 




3 


2 1 0 


5 


4 


3 : 


I 1 0 


14 


Read and use mfornnation f'om professional )Otirnals, reports 




















and related materials fui sell rppiovemeni. 


b 


4 


3 


? 1 0 


6 


4 


J 1 


I 1 0 


15. 


Apply management by objectives (MBOl tediniques to 








• 












personal work assignments. 


5 


4 


3 


2 1 0 


5 


4 


3 : 


! 1 0 


16. 


Develop cooperative problem -solving and decision'tnaking 




















skills, 


5 


4 


3 


2 1 0 


5 


4 


3 : 


1 0 


17, 


Assess personal perfonnance as an adr;iinistrator. 


5 


4 


3 


2 1 0 


5 


4 


3 2 


' 1 0 



IB. 



19, 

^ CATEGORY G: SCHOOL/EMPLOYER/rOIWMUNITY RELATIONS 

n1 



1 . Develop a plan for promoting good public relations, 


5 


4 3 


2 1 0 


5 


4 


3 


2 


1 0 


2, Prepare and recommend public relations and communications 


















policies, 


5 


i 3 


2 1 0 


5 


4 


3 


2 


0 


3. Coordinate use of occupational (craft) advisory committees. 


5 - 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


4. Organize and work with a general vocational advisory council. 


5 ' 


\ 3 


2 1 0 


5 


4 


3 


2 1 


0, 


5. Develop working relationships with employers and agencies, 


5 ' 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


6, Prepare and recommend cooperative agreements with other 


















agencies. 


5 ' 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


7. Involve community leaders (political and non-political) in 


















scliool programs and activities. 


5 ^ 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


8. Participate in school organizations. 


5 t 


1 3 


2 1 0 


5 


4 


3 


2 1 


0 


9. Partic 'dte in community organizations, 


5 ^ 


3 


2 1 0 


5 


4 


3 


2 1 


0 




Imporiaoceot Task 



Degree of Trainincj Needed 



Task Statements 



How importanl is the perfor- 
mance of this task in your job 
as a local administrator^ 



What degree of training do most 
administrators nped in order to 
effectively perform this task? 



(Circle one respQnsel 



(Circle one response! 



CD 



6i 



Great 

Impor^ 
tance 



No 

Impof 
tance 



2 

ERIC 



Great 
Need 



No 
Need 



10 


Promote good relationships between vocational and general 


5 


A 1 

4 3 


0 4 

2 1 


0 


5 


4. 3 


2 


1 0 


11, 


Encourage staff participation in community civic, service, 
and social organizations. 


5 


4 3 


2 1 


0 


5 


4 3 


2 


1 G 


12, 


Promote cooperative efforts of parent and teacher groups. 


5 


4 3 


2 1 


0 


5 


4 3 


2 


1 0 


13 


Conduct informational programs tor the public (such as 
open house and career awareness programs). 


5 


4 3 


2 1 


0 


5 


< 3 


2 


1 0 


14. 


Meet and confer with visitors. 


5 


< 3 


2 1 


0 


5 ' 


\ 3 


2 


1 0 


< V. 


^rfUlluulll iiiiuiinoLiuiid) piuyiani} TUF iuz puOIIC ISUCn aS 

open house of career awareness programs). 


5 ' 


1 3 


2 1 


0 


5 ^ 


1 3 


2 


1 0 


16. 


Make public presentations on school programs arxi 
activities. 


5 t 


1 3 


2 1 


0 


5 ^ 


1 3 


2 1 


0 


17, 


Conduct public hearings and meetings on school issues. 


5 i 


1 3 


2 1 


0 


5 4 


3 


2 1 


0 


18, 


Conduct alumni relations program. 


5 i 


1 3 


2 1 


0 


5 4 


3 




0 


19 


Conduct orieritation programs for students and staff 


5 4 


3 


2 1 


0 


5 4 


3 


1 I 


0 


20, 


Conduct recognition programs for students, staff, and 
community supporters. 


5 4 


3 


i 1 


0 


5 4 


3 


2 1 


0 


-21. 


Plan for exhibits and displays. 


5 4 


3 


2 1 


0 


5 4 


3 


2 ' 


0 



11. utnnj}) miivriiji) lo pronioie in8 voCfliiofWi pfogrsftis. 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


ix wnw newi ;ettM$ tof ichool and area media 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


UDiain ano analyze inrormal feedback about I he school 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


2b Evaludit the puf^lii. reldlion^ iiroyidni. 




4 


J 


J 

I 


1 n 

1 u 


c 
3 


1 


J 




1 ft 


26. Intarpfct and apply public ''right to-know" laws and 
rcgun lions, 


5 


4 


3 


7 


1 3 


5 


4 


3 


2 


1 0 


27. 






















lo. 






















UMicwni n, rAUUlltb AND EQUIPMENT MANAGEMENT 






















1 • mm«5 me ne^Q Tor pnysicai facilities. 


5 




3 


2 


1 0 


5 




3 


2 


1 0 


i. ujnauci lancj dna idCiiity ii^isiDility studies. 


5 




3 


2 


0 


5 




3 


2 


1 0 


J' naoniMiena uuiiQinQ Sites. 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


^. necooifnena the selection of an architect 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


5. Oversee architectural planninq. 


5 




J 


2 1 


n 


y 




0 
J 


i 


1 n 
1 U 


D. Mppiy Duiiaing cooe regulations to school facilities, 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


/. Dupmiuaciiuy ana equipment specifications. 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


8, Analyze building and equipment contract bids, 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


y, uversee tne construction of facilities, 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


10. Recommend acceptance of new building. 


5 




3 

J 


? 1 


n 
u 


0 




J 


•} 
i. 


1 u 


11. Provide and maintain residential facilities for students 


5 




3 


2 1 


0 


5 




3 


2 


1 0 


u. n ocurc equipineni ano turnisnings, 


5 


4 


3 


2 1 


0 


5 




3 


2 


1 0 


13, Plan space requiremerts for programs. 


b 


'1 


) 
0 


Z i 


u 


5 




3 


2 


1 0 



Imporijoceol Task 



Degree of Tfaining Ngwlftri 



0 



TaikStalementj 



ERIC 



How impofiani li the perfor 
mance of this u^k m your job 
iisalocal adminisifdlor^ 

(Circle one fesponsel 



Wfiat degree of training do mosi 
administrdtors need in ordeTto 
effectively perform this task? 

tCircle one response j 



Great 
Impor 
tance 



No 

Impor- 



Great 



No 
Need 



IT nojiyii )poiu duuruing lo priority needs, 


5 


4 3 


2 


1 0 


5 


4 3 2 


1 0 


15. Develop and implement an equipmeni and supply 
wntory system. 


5 


4 3 


2 


1 0 


5 


4 3 2 


1 0/ 


16, Establish preventative maintenance program for 
eauioment arxi facilitiK 


5 


4 3 


2 1 


0 


5 


4 3 2 


1 0 


1 / tsiduiisn venicie mdinienance prograno, 


5 


4 3 


2 1 


0 


5 


4 3 2 


1 0 


fo. uversee the daily maintenance and upkeep of facilities, 


5 


1 3 


2 1 


0 


5 


4 3 2 


1 0 


19. Oversee the daily maintenance and upkeep of grounds. 


R I 




0 1 

1 1 


0 


5 ' 


1 3 2 


1 0 


20. Interpret and apply transportation laws and rwuiation^; 


C / 


1 3 


2 1 


D 


5 i 


1 3 2 


1 0 


/ 1 . Arrange for student transportation services. 


5 i 


3 


2 1 


0 


5 t 


I 3 2 


1 0 


22. Oversee school cafeteria services, 


5 4 


3 


2 1 


0 


5 4 


3 2 


1 0 


23. Arrange for vending services. 


5 4 


3 


2 1 


0 


5 4 


3 2 


1 0 


24, Intefpret and apply health and safety laws and regulations. 


5 4 


3 


2 1 


0 


5 4 


3 2 


1 0 


25 Develop and iirplertient safety proijrams. 


5 4 


3 


2 1 


0 


5 4 


J 2 


1 0 


26, Establish emergency plans Isuch as fire and disasierl. 


5 4 


3 


2 1 


0 


5 4 


3 2 


1 0 


27, Establish and oversee a security program. 


5 4 


3 


2 1 


0 


5 4 


3 2 


1 0 



26. Schedule and oversee cornmunity's use of fKililiev. 


5 


4 3 


? 


1 0 


5 


4 


3 


2 


1 0 


29. Develop long-f ange f aci 1 ity and equipment plans. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


30. Prepare jnd submit renovation arxj alteration plans 
31 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


32 

CATEGORY 1: BUSINESS AND FINANCIAL MANAGEMENT 




















1, Prepare and recommend financial policiis. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


2. Establish purchasing and paymeni procedu'^a. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


3. Establish receiving and shipping procedures. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


4 . Prepare and regulate operational budgets 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


5. Prepare and regulate program budgets, 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


6. Prepare and regulate capital improvement budgets. 


5 


4 3 




1 0 


5 


4 


3 


2 


1 0 


7. Prepare long-range budgets based on total program 
requirements. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


8. Adopt an appropriate financial accounting system. 


5 


4 3 


2 


1 0 


6 


4 


3 


2 


1 0 


9. Analyze the cost of operating various instructional 
programs. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


10. Locate sources of funds for program development 
and operation, 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


1 1 . Pn.'sent levies and bond issues to voters. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


12. Approve all major expenditures. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


13. Approve requisitions and work orders. 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 


14. Arrange for the investment of surplus funds. 
O 


5 


4 3 


2 


1 0 


5 


4 


3 


2 


1 0 




Importance ol Task Degree of Trainin(| Needed 



Ta$k Statements 



23. 
24. 



How important is the perfor- 
mance of this task in your job 
as a local administrator? 



ICnlem response) 



Great 
Impor- 
tance 



No 

Impor- 



What degree of training do most 
administrators need in order to 
effectively perform this task? 

(Circle ore responsel 



Great 
Need 



No 
Neec' 



15, 


Provide for the collection of student 


















fees, 


5 


4 3 


2 1 


0 5 


4 3 


2 


1 0 


16, 


Establisti and maintain a petty cash fund. 


5 


4 3 


2 1 


0 5 


i 3 


2 


1 0 


17, 


Establisti procedures for charging for student work. 


5 - 


\ 3 


2 1 


0 5 - 


1 3 


2 


1 0 


18, 


Determine insurance coverage needs. 


5 ' 


I 3 


2 1 


0 5 ^ 


t 3 


2 


0 


19, 


Select and maintain an insurance program, 


5 ^ 




2 1 


0 5 i 


I 3 


2 


0 


20. 


Interpret and apply insurance laws and regulations. 


5 < 


I 3 


2 1 


0 5 4 


3 


2 1 


0 


21, 


Respond to business correspondence. 


5 4 


3 


2 1 


0 5 4 


3 


2 1 


0 


22, 


Prepare local, state, and federal reports, 


5 4 


3 


2 1 


0 5 4 


3 


2 1 


0 
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PART II. GENERAL INFORMATION 
Inttructiow: R«ij each itw careful'y and write, or checl' where appropriate, your responses in the blanks provided. 

1. Indicate your present job title : 

2. Indicate which of the following best describes your school : 

' ' 5««'™'«fy vocational , , pos^seoondaryvocational 

I ) seconder/ rooiprehensive (vo«t,onal and acadernic) ( ) pcstsecondary «)mprehensiv- (vocational and academic) 

3. Indicae the number of voational programs under your adminis- ration: programs, 

4. Indicate the number of vcjational teachers and '.tudents under your administration:__ teachers, students. 

5. Please indicate whether you are employed by looidijtr^n serving: 

*• A rural or urban community of less than 109,000 population, 

An urban community of 100,00C' pop jiation or more, 

6. What percentage of your time is devoted to the - in stration of vocational-technical education?^ % 

I Indicate the total number of years experience that you have had as an administrator of vocational-tr '^nical education programs: years. 

8. In the spaces below, please indicate the: 

a. number of years you have spent teaching vocational subjects: years 

b, number of years you have spent teaching non-vocational subjects; years 

9. In the spaceptovided, please indicate: 

a. whether you would be interested in serving as a consultant to develop instructional packages for administrators/ 
^0 If y«- please indicate your particular area(s) of strength and expertise: 

"I (21_ 

b. whether vou have previously developed competency-based instructional materials? 

Yes No If yes, what type and how many? 



Optional 

10. Comments: (Types of materials you think should be developed, how you would like to help, etc.) 

THANK YOU VERY MUCH FOR COMPLETING THIS INVENTORY, PLEASE PLACE IT IN THE ENVELOPE THAT HAS BEEN PROViDED AND MAIL TO: 

Robert E. Norton 

The Center for Vocational Education 
^ The Ohio State University 

ERIC I960 Kenny Road 

^— Columbus. Ohio 43210 



APPENDIX F 
NOMINATION CRITERIA 



AND FORM 



A. Suggested Criteria for Administrator Nominees 

a. Nominees are full-time local administrators of at least 
three or more vocational education progiamc. 

b. Nominees are well respected by peers and supt.,rvisors as 
outstanding and competent administrators of vocational 
education . 

c. One-third of nominees are working at the assistant or 
associate level of adirinistrat ion . 

d. Nominees have been vocational administrators for at least 
one year but not more than six, 

e. If possible, at least one female and one black or other 
minority member is represented. * 

£. Both rural and large urban districts should be represented 

B. Categories and Number of Nominees Needed for Each 

Three categories of nominees are desired. The categories and 
numbers desired for each are as follows: 

Category 1 - Secondary Vocationa l Program Administrators - 

4 persons. This ' category should include admin- 
istrators at the secondary level who are respon- 
sible for vocational programs only. 

Category 2 - Secondary Comprehensive Program Administrators - 

4 persons. This category should include admin- 
istrators (principals, coordinators^ etc.) who 
are responsible for both vocational and academic 
pr -T>^ams at the secondary level. 

Category j - Post-Secondary Program Administrators - 

5 persons . This category should include any 
post-secondary level administrator who meets 
the criteria listed in Section A above. If pos- 
sible, two should be from a vocational or tech- 
nical school and two from a community college 
having vocational programs . 

Please use the following three pages to provide for each 
nominee the following information: Name, title, school, 
city/town, zip code, and phone number. 

Please send your nominations to: 

Dr. Robert E. Norton, Project Director 
The Center for Vocational Education 
The Ohio State University 
Columbus, Ohio 43210 



ERIC 
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CATEGORY I 

Secondary Vocationa 1 Pr o gram Admin is tra tors 

1. Name 

Title 

School 

City /Town 

Zip Code 

Phone Number 

2 . N ame 

Title 

School _ _^ 

City /Town 

Zip Code 

Phone NujTiber 

3. Name 

Title 

School ^ 

City/Town_ 

Zip Code_^ 

Phone Number 

4. Name 

Title_ 

School 

City/Town 

Zip Code 

Phone Number 
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APPENDIX G 





LETTERS TO ADMINISTRATORS 



THE CENTER FOR VOCATIONAL EDUCATION 



The Ohio State University • I960 Kenny Road • Columbus, Ohio 43210 
Tel: (614)486-3655 Cable: CTVOCEDOSU/Columbus. Ohio 

May 7, 1976 




At our request, your state director of vocational education 
has nominated you as an administrator who is well-qualified to 
assist us with an important research task. By nominating you, 
in accordance with our selection criteria, he has identified you 
as one ot the most capable local administrators of vocational 
education in your state. We hope you will find time in your 
busy schedule to give us ui.e type of informatior that only a 
pers.:n in your positio. can provide. 

We are committed to develop individualized competency-based 
instr ci.ional packages that will help present and future admin- 
istra r.^ achieve greater competence through effective training. 
Beforj we can develop such materials, we must have the help of 
expe:' , ractitioners in identifying the competencies which really 
make a difference, and for v/hich training is most important. 

Won't you please take the time now or in the next five work- 
ing davs to complete the enclosed "Administrator Task Inventory"? 
Your sponses to the inventory will contribute significantly to 
our rosc^arch efforts, and more importantly, help establish a 
bi'tter .^asis upon which future training materials and programs 
for local administrators can be developed. We have enclosed an 
Ohio .SLate University pen for your convenience in responding to 
the inventory. 

V)ur professional assistance in this important endeavor will 
be Vf. y auch appreciated and if I can ever be of assistance to 
you, hi:>pc you will feel free to contact me. 

Sincerely , 



Robert F . Norton 
Pro j ect Director 



REN/dip 

ERiCclosure ^ 



Mational Council of Local Administrators 

a division of American Vocational Association 

■■>-' j'--- ■ ■^-'■•^ M...« .V-., .>.>.■< ,>..j,.,. .u. ...... V,., I ... ..^,;;;u./m:m.;;x^ ^ 




Dear Vocaf.ional Director: 

You are one of 100 administrators in the nation who have 
been cho^.en to verify the enclosed list of administrator 
tasks. This "Administrator Task Inventory" was developed 
by the Center for Vocational Education as an initial step 
in a USOE sponsored project, I am familiar with th€ pur- 
pose of this project and feel that it merits your t . me and 
at ten t i on . 

Your reactions to each of the task statements on this inven- 
tory will be used to determine those tasks which are important 
to local vocational administrators and those which are not. 
Once all the react i ons have been compi led and ver i f i ed , the 
Center Staff will begin to develop compe tency^based modular- 
ized matjrials which will deliver upon the areas identified. 

This is an opportunity for you to make input to a research 
and development project that should result in instructional 
materials that will be of use to many present and future 
administrators. ( urge you to complete the enclosed question- 
naire and return it to The Center as soon as you can. 



S i nee re 1 y you i*s 




Ddvid W» Berryman 
President, NCLA 



DWB: rb 





— THE CENTER FOR VOCATIONAL EDUCATION 




The Ohio State Universitv • 1960 Kenny Road • Columbus, Ohio 43210 
Tel: (614)486-3655 Cable: CTVCCEDOSU/Columbus, Ohio 



May 25, 1976 



Upon the recommendation of your state director of voca- 
tional education, we recently asked if you would be willing 
to assist us with a USOE funded administrator research project. 
Recently we sent you an "Administrator Task Inventory" and asked 
for your cooperation in reviewing and responding to the task 
statements contained in it. 

If you have not yet completed the Inventory, we hope that 
within tcie next few days you will take some time to complete and 
mail It. If you have misplaced the Inventory and need another 
copy, please write or call me at ( 614-46 . -3655) . We will be 
happy to send anothei* copy. Your expert help is needed to assist 
us in identifying and verifying the competencies which are most 
important and for which training is needed. 

If you have already mailed the completed Inventory to us, 
please accept this letter as a note of thanks. Your responses 
will contribute significantly to our research efforts and are 
very muca appreciated. 



LETTER 3ENT TO 60 ADMINISTRATORS WHO FAILED TO RESPOND TO FIRST MAILING 



Sincerely , 



Robert E. Norton 
Project Director 



REN : 1 V 
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— THE CENTER FOR VOCATIONAL EDUCATION 




The Ohio State University • 1960 Kenny Road • Columbus. Ohio 43210 
Tel: (614) 48^S 3655 Cable: CT VOCEDOSU/Cokimbus, Ohio 



Juno 14, 1976 



Wc recent ly mailed you an " Administ rat '^r Task Inventory'* and 
asked for yowr assistance in verifying the administrator task 
sta-omonts cui.-ainc^d in it. You were one of a select group of 
local ^ldnI i n i s t ra to r s recommended by state directors for voca- 
lic:)nal education to assist us in this USOE-fundcd research. 



We have received many responses to the inventory, (cv^ ^- 80%) 
and thoy promise to be a tremendous aid to our research efforts. 
However, we feel that a 100 percent response is needed tr posi- 
tively verify these task statements and we are hoping fo^ ^^very- 
one ' s help . 

Now that school is out, we hope ycu can find some time tor^ay 
to complete this Inventory, We feel that your inpuc is very 
important to our findings. Your responses will help us t^: 
develop indiv idua 1 L z^y^ competency-based instructional mater i als 
that should be a help to vou and to other administrators. 

We are enclosing einother questionnaire in case the first one 
we sent has been mislaid. We hope that you will help us by 
binding some time to coTiplete it today. 

Thank you fr:'r yruir assistance. 



i.^ro]-c t . 



S i net .el y , 



F^.obort K . Norton 
Proiect [)i rector 



i<r:N/d ir; 





API'iONDl X H 



ADVISORY COMMITTEE MEMBERS 
for 

DEVELOPMENT OE COMPETENCY-BASED INSTRUCTIONAL MATERIALS 
FOR LOCAL ADMINISTRATORS OF VOCATIONAL EDrCATION 



1 . Dr . Walter G . Hack 

Professor , Eclucationdil Administration 

Colleqe of Education 

The Ohio State University 

Columbus, Ohio 43210 (614) 422-2574 



M fs . Rost 'irui ry Ko . -Jl' 
Di reL:t c>T^ 

Diaraoriv. Oaks Ci^'C 

n S Ha r r i sor. Av<^:*nuo 
Cincinnati, Ohio 4S2:j9 (513) ')74-1300 



3. Mr. Paul Lent/ 
Director 

Occupa tiona 1 I*:diica t i on 
P.O. Box 388 

Concord, North Carolina 28025 (704) 786-6191 



4. Mrs. Peggy Patrick 
Program Analyst 

Division of Vocational /-^chnical Education 
State Department of ! it ion 

l-ittle Rock, Arkan- /.>201 (501) 37 1-1855 

^> . Dr. Morlo Stront; 

Professor and Di rector 

Center for Studies in Vocational and 

Technica 1 Education 
University of Wisconsin 

Madison, Wisconsin 53705 (608) '3-2714 
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ADMINISTRATOH ADVISORY COMMTTTEfs AGENDA 



8:30 a,m. Introductions and Welcome 
Overview of project 



9:00 a,m. Development of Administrator Task/Competencv List 

Previous studios 
DACUM workshop 

Administrator Lask inventory 
10:00 a.m. Break 

10:15 a.m. Review of Research Findings 

Importance of tasks 
Need for training 
Identification of uni(fue elements 

11:45 a.m. Lunch 

1:15 p.m. Review of Research (cont.) 

Clusceri nq of competencies/tasks 

3:00 p.m. Break 

3:15 p.m. Review of Priorities for Development 

Inputs used on first three modules 
Recommendations on second three modules 

4:00 p.m. Review of First Module 
Review of User's Guide 

4:45 p. m. Adjourn 



EKLC 



2 nd Da y 

:->:30 a.m. Comments and Discussion *Re : Module and Guide 

Forma t suggestions 

Suggestions for learning experiences 
Nature of final experience 
Aud iovisua 1 materials 

9:30 a.m. Alternative Modes of Delivery 

Intern 

Extern, other? 

Wh(v as resource persons? 

10:15 a.m. Break 

10:30 a.m. Review of Field Tost Plans 

Ins t rumen tat ion 
Sites 

11:00 a . m.. l-^u ture 

Revision 

Addi t iona 1 mc3du 1 es- funding 
I J : 45 a .m. Ad journ 
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LOCAL ADMINISTE^TORS 
OF 

VOCATIONAL EDUCATION 



COMPETENCY TASK STATE^^ENTS 



Results of a National Survey to Identify and 
Verify the Importance of, and the Need for^ 
Training for 191 Vocational Administrator Tasks 



Rank Order of the Perceived Importa n ce of the 
191 AdministL'atlve Tasks 
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RANK ORDER OF THE PERCEIVED IMPORTANCE OF THE 191 ADMINISTRATIVE TASKS 

R.ink Median 

Tn«k Number and Statemert Order Tmpor trance 



A-5 Involve con^munity representatives in program planning 

and devel v^pment . * ' /4 ^ 3 

A-22 Evaluate the effectiveness of the instruction^ql program. 1 ^.8 

D~5 Recruit and interview potential staff. 1 4.8 

D-19 Observe and evaluate staff per f ormancf? ^ T 4.8 

F-1 Maintain ethical standards expected of a professional 

educator. 1 4.H 

2 Develop and maintain professional relationships with other 

administrators. ]. 4,8 

A-7 Cooperate with district, county, regional, and state 

agencies in developing and operatip; ocational programs. 7 m,7 

A-10 Develop overall vocational program goals. 7 .7 

A-15 Implement local board and administrative policies. 7 . 7 

A- 13 Develop plans for evaluating instructional program, 7 4,7 

A-25 Recommend curriculum revisions based on evaluation data. 7 ^.7 

B-8 Establish and implement a curriculum design that will 

achieve the school's instructional goals. / 4,7 

I)-7 Recommend potential staff to the administration and 

board , 7 4,7 

D--20 Recommend staff promotions and dismissals. 7 4.7 

F-3 Develop and maintain professional relationships with state 

department of education personnel. 7 4,7 

F--7 Promote professional image through personal appearance 

and conduc t . 7 4.7 

F-12 Develop effective interpersonal skills. 

17 Assess personal performance as an administrator 7 4,7 

05 Develop working relationships with employers and agencies. 7 ^-j . 7 

n-IO Promote good relationships between vocatlonnl and general 

education staff, 7 ^.7 

M-1 Assess the need for physical facilities. 7 - 7 
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Tuak Ntii!ihfr and Statement 



Riink Mi'dl.-in 
Order I m[)or t.mci- 



1-5 
1-22 
A-fi 
A- 9 
A-14 

A- 19 
A-28 

B-9 

U-3 
D-17 
F-6 
F-16 

C-1 

(;-l6 

1-7 

A-2 
A-l(> 

B-7 

i:-] 



Prepare pind recommend financial policies. 

Prepare and regulate program budgets. 

Prepare local, state, and federal reports. 

Prepare annual program plans. 

Prepare and update long-range program plans. 

Recommend program policies to the administration and 
board . 

Direct self-evaluation of the district vocational program. 

'^rlte proposals for the funding of new programs and the 
impiovement of existing programs. 

.u..:r staff in inteorating and articulating the voca- 
: 'onal program v th the total educational program. 

As.s.ss program staffing requirements. 

P L m and conduct staff meetings. 

P.trf Iclpate In professional meetings for self-improvement. 

Develop cooperative problem-solving and decision-making 
sk i 1 Is . 

D.velop and plan for promoting good public relations. 
Oc, nl/.e and work with a general vocational advisory 

• .■•M(U i 1 . 

M.. public presentations on school programs and 
art V.' i t les . 

Prepare long-range budgets based on total program re- 
qul rements . 

Co.itit and analyze manpower needs assessment data. 

InLrrpret and apply state and/or federal vocational 
t-d at ion legislation. 

staff In selecting and using effective Instruc- 
tional strategies (such as individualized Instruction). 

i:st;.i)l Ifih staff selection and recruitment procedures. 

As^ii'Sj, staff development needs. 



7 
7 
7 

25 



25 
25 

25 

25 
25 
25 
25 

25 
25 

25 

25 

25 
39 

39 

39 
39 
39 



4.7 
4.7 
4.7 
4.6 

4.6 

4.6 
A .6 

4.6 

4.6 
0.6 
4.6 
4.6 

4.6 
4.6 

4.6 

4.6 

4.6 
4 . 5 

4. 5 
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Task Number and Statemunf 



Rank 
Orel IT 



Med Ian 
Import. •iiu-f 



F-11 

G-3 

H-13 
I-l 

T-10 

[-12 
A-23 
A- 2 A 
D-1 
D-10 
D-1 5 
F-5 
F-4 

G-15 

H-2 9 
1-9 

A- 3 

A- 6 

B-U 
D-4 
D-! 3 
E-5 
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Represent teacher Interests and concerns to other 

administrators and the board. 19 

Coordinate use of occupat ional (craf t: ) advisory 

committees. 19 

Plan space requirements for programs. 39 

Prepare and recommend financial policies. 19 

Locate sources of funds for program development and 

operation. 19 

Approve all major expenditures. 19 

Initiate student and employer follow-up studies. SO 

Analyze student and employer follow-up studies. 50 

Prepare and recommend personnel policies. 50 

Resolve staff grievances and complaints. 50 

Oversee the work of teachers and other school personnel, ')0 

Participate in professional organizations. SO 

Develop and maintain relationships with personnel in 

professional organizations. 30 

Conduct informational programs for the public (such as 

open ho!\se and career awareness programs) . 50 

Develop long-range facility and equipment plans. 50 

Analyze the cost of operating various instructional 

programs . 5f> 

Direct occupational task analysis for use in curriculum 

development. fSO 

Obtain state and federal services and reoources for 

program development. TiO 

Provide for cooperative education programs. 60 

Prepare job desrr ipt ions . 60 

Sc bed ul e sta ff work loads . 60 

Conduct workshcf^s and other insorvlrc^ pro^;rams tOr 

professlonal pc»r.sonael. f^f? 

82 
1 



A. 5 
^.5 

^4 . 5 

A, 6 

/4 . 

^4.1 

A . 1 
A. 1 
/4. 1 

4. 1 



T.iak NuiiiIm'T .iiui St al I'niL'iit 



E-b 
F-H 

H-7 

l~h 
1-21 
A-U 
A- 21 

B-1 J 
B- K 
E-1 1 
F-10 
«-9 
H-2S 
A- I 
A- 12 
A-27 

A- 3 2 

B-16 

C-h 

0-12 

D-18 
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Arranj<f for workshof)s and other liiservice [)ruKranis 
for professional personnel. 

Assist with the development of stnte and/or fedcrnl 
plans ft^r vocational education. 

Involve community leaders (political and non-po 1 ic i . a 1 ) 
in school pro^^rams and activities. 

Submit facility and equipment specifications. 

Prepare and reguJate capital improvement budgets. 

Respond CO business correspondence. 

Coordinate district curriculum dovelop:.!ent efforts. 

Design and select Instruments for evaluating the instruc- 
t iona I program. 

i^rovlde for special needs programs. 

Provide for adult /cont Inuing education programs. 

Kv,tlaate staff development programs. 

Prt-pare policy and commendation statements. 

Participate in community organizations. 

Develop and implement safety programs. 
Survey student and parent interests. 
Approve courses of study. 

Analvze the school and communlty\s feelings toward 
t dura t iona 1 change . 

DtL'velc^p supplemental/remedial instructional programs 
to meet student needs. 

faiidf the articulation of secondary and post secondary 
vocational program objectives. 

Oversft- student job placement and follow-up services. 

Counst-l and advise staff on professional matters. 

Prepare bulletins and other communications designed 
to keep staff informed. 

83 

101 



Kank 

Orel or 



60 

60 
60 
60 
60 
72 

72 
72 
72 
72 

72 
72 
72 
80 
80 

80 

80 

80 
80 
80 

80 



Mt'd i an 
Imjx ) r t .ince 



4.3 
A . 3 
4.3 
4 . 3 
4.2 

4.2 
4.2 
4 . 2 
4 . 2 
4 . 2 
4.2 
4 . 2 
4. ] 
4. 1 

4. 1 
4. 1 

■4 . 1 

4 . 1 
4 . I 

4 . t 



TasK Nuinbi»r .incl Stati'nu»nl 



Rank 



MtMl Ian 



r~9 PnrtlfMpatt* in t lu^ dev<^ 1 ofimcMi t if vcxa t i on.i 1 <Mlnrati(>n 
1 upislat Ion . 

F~1A Read and use information from professional journal s, 
reports, and related materials for so 1 f~ Improvement . 

(I-l^^* Meet and confer with visitors. 

H-26 Kstablish emergency plans (such as fire and disaster). 

A~4 Direct the identification of entry-level requirements 
for Jobs. 

A-20 Involve external evaluation personnel in assessing; 
program ef f ec ti veness, 

A-29 Ccu^rdinate local demonstration, pilot, and exemplnry 
programs . 

A-'31 Interpret and use research results for program development 
and improvement. 

B-C) Prepare a master schedule of ccun .e offerlnp,s. 

B-IO Promote the integration of vocational student or^ani r.a t ion- 
1 1 activities into the instructional pr(Tgram. 

R-12 Provide for supp 1 emen ta 1/ remed la 1 instructional prc^prams. 

R- 1 7 Approve selection of instructional equipment. 

|V2m Interpret and apply affirmative action laws and regula- 
tions. 

r-'i Counsel with staff regarding personnel develcTpment needs 
a n d a c t i V i t I e s . 

K-H Provide for preservicc programs for professional personnel. 

F-15 App]v management by objectives (MISO) techniques to 
personal work assignments. 

G-2 Prepare and recommend public relations and communications 
po 1 I c i es . 

(t-6 Prepare and recommend cooperative agreements with other 
a gene ies . 

C-\] Kn courage staff p 'i r t i c i pn t i on In community civic, service*, 
and so(M.i! '"iian i za t i ons . 



MO 

Hi) 
80 
.SO 

«)2 

^2 



i)2 
92 
^>2 

92 

92 

■ ^ 2 

Q2 
^2 
92 
92 



A. I 
A. 1 

A .1 

A .0 
/| .0 
6.0 

/4 ,0 

6 .0 

A .0 
A ,0 

A ,n 

a .0 

A , 0 
, 0 

I . 0 



A .0 
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J'.i.sk Niinil)i I aiui StatrmL'nt 



Rank 
()rcic»r 



fmpi)r lance 



(I- J 2 
02 5 

H-1 ^ 

H- JO 
I- t i 
A- I 7 

(i-H 

fi- 1 2 
r-L' 

I-H 
l)-H 

I) - J? 



CoiulufL tH)nl*tM'tMu*t\s with Individuals rt^latlve to ihc 
vocational programs. 

CoiuJiK't orlcnLrition |)ro>^rams for Htudonls and staff. 
I)ov«'lop materials 10 promote ihc vocational prc^^rams. 
I'.vaJiiate the publir relations program. 
Assi^^n space .iccordlng to priority needs. 

Develop and implement an equipment and supply inventory 
s V s L I . 

liUt ipret and apjily health and s/ifety laws and regulations, 
Tref^are and submit reiuwatlon and alteration plans. 
Approve requisitions and work orders. 

Inlerpret and ap[)ly Uher relevant st/ite and federal leg- 
is lat Ion (such as CFTA) . 

Establish instructional program entry and completion re- 
<|a i remen ts . 

Approve selection of i ns t r ut- 1 lona 1 materials. 
I'.trt ic Ipate In school organ i za t ii^ns . 

ni>tain and analyze Inlormal feedback auout the school. 

Prtu iirt- equipment and furnishings. 

i'.s: J ish purcliaslng and payment procedures, 

Aii.>pt an appropriati' financial accounting system. 

iiit.;pria and apply student rights, laws, nnd regula- 

l I t Mis . 

I'.ii t u- i pa t e In nt'gc- Mng staff working agreements. 

i'l :v..It' guid.ince i staff r-n leg<il matters affecting 

t h» - -x h.u) I [urogram . 

Iiitc-rpret and apply licensing and certification regula- 
i i o n H . 



(:-2i WriLe news releases for school and area media 



92 
92 
92 
92 
92 

92 
92 
92 
92 

lib 

1 I 6 
116 
116 
lib 

1 16 
lib 
116 

1 2A 
] 2^ 

1 2A 

] 24 
1 2 '4 



h A) 
A , 0 
/♦ . 0 
4.0 
A.O 

4.0 
4 . f) 
4.0 
4.0 

3. ^) 

3. 

3 . '-^ 
'3 . 9 

3.8 

3 .K 

3.S 

3..S 
3.S 
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Task Nuinlu»r .uu! St at omen I 



R;ink 



M-') Dvcrser architcH-tural planninj>. 

fi-Hi Fistabl ish preventative maintenance [irogram for ecjulpment 
fact 1 i t ies . 

Ol Oversee student recruitment activities. 

C-8 I'rcwiclt^ for a stiuient record keeping system. 

])-Z Prepare and ni.iintaln a personnel handbook. 

D-lh Provide for a staff record-keeping system. 

D-:n Interpret and apply labor laws and regulations. 

(;-2n Conduct recognition programs for students, staff, and 
c<^mmunity supporters. 

B-2 Establish student rules and policies (such as attendance 
and d isc ipl Ine) . 



C-5 

E~2 
H-2 



Oversee student guidance and testing services. 
Kstahlisli staff grievance procedures. 

Assist in the preparation of Individual staff profiles. 
Conduct l.ind nnd facility fcasihilitv studies. 
A-13 Establish school admission and graduntitin r equ i r (^men t s , 
B-I^ Maintain a learning rescnirces centime ft^r stutlents. 

Provide for inscrvitr programs tor supportive [)ersonnel. 
Arrange for staff exchangers witli business and industry. 
Promott* cooperative efforts of parent and teacher groups. 
Recommend builditig sites. 

Asst.\ss student testing and gr.'idlng procedures. 



F-7 

A-:y^ 



H-8 
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Interpret and a[)plv puhlic r i f f ~ t o-know'' laws .md 
re pu I a t ions . 

Analvze building and equipment contract bids. 
Establish and (^verscu.^ a security prtn^ram. 

Design and nversro st nd rMit progress reporting p T'fM^ed u re s . 

104 



1 :v* 
1 r^i 

I 31 
! n 
1 n 

I 

1 ' 

1 u 

1 w 

137 
1 3 7 
1 37 
1 W 

I 6 - 
1 ? 
142 
1 A? 
1 2 
1 

1 ^48 
1 

1 AH 

1 



3,H 
3, 7 
3 . 7 
\, 1 

3. ; 

K 7 

3.7 

^J^ 
3.h 
3.fi 
3.^ 
3. f> 
J. S 
3. S 
3. ^• 
3. '^ 
3. "1 
3.3 

^ . A 

3. A 
3.>'* 
3 



Task Niiiiihi'i- aixJ Siati>minl 



02 
I)- I I 
I-} 

K-/» 
(1-21 
A- iO 
H- 1 
H-28 

n-u 

C-l 7 

H- I 0 
I-IH 

n-h 

C-H) 

K- 1 I 

1-1/ 
I -I'd 

B-S 



(;-7 
O 
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Interpret the .staff benefits program. 

i st.ibl Ish receiving and shipping proredures. 

Arrange fur wi)rk study programs. 

Iistablish and maintain a ..taff learning resources center 

Plan for exhibits and displays. 

Dt-sign and oversee local research studies. 

Hiiforce student rules and polides. 

Schtuiule and oversee community's use of facilities. 
Srlu^diile staff Leaves, vacations, and sabbaticals. 
Conduct public hearings and meetings on school issues. 
fU-cM^mmend the selection of an architect. 
Kt% <>nimend acceptance of new building. 
Di-tt-rmine insurance coverage needs. 

Arr.ingt' for students to attend programs offered by 
otht^r educational agencies. 

Apply building code regulations to school facilities. 

Oversee the construction of facilities. 

Interpret and apply Veteran \s Administration laws and 
rcgu 1 a t ions . 

As. .{ supervising teacliers in planning for anc] working 
wi a uclent tt\'ichers. 

Wr , : - ai'tic^les and nvitc^rlals for jnurnals and other 
p r. I -s-. 1 ()na 1 mcd ia . 

* --ti^Jsh i>i-t>cechires tor ch<irging lor studrnt work, 
1 iif pi-ft and apply insurance l.iws and regulations. 
App-* .Vf sr udcnr promo t i mis/ r l ass i gnmen t s . 
ovt-rsfo extracurricular <^ rgan i ii.i t i ons and activities. 

8 / 



Rank 
Order 



152 

152 

152 

1 5h 

156 

156 

159 

159 

159 

lf>2 

162 

162 

162 

162 

1 67 
167 
167 

170 

1 7n 

1 70 
1 70 
1 70 
I 75 
175 



Med tan 

I mpor t ance 



l. 3 
3.3 
^ . 3 

2 

3.2 

3 . 2 

3.1 

3. 1 

3. 1 

3.0 

3.0 

3.0 

3.0 

3.0 

2.S 
2.M 
2 . 9 

2 . H 

2. H 

2.8 



Task Number and StatemorU 



Rank 
Order 



MiMiian 

I nipo rl an< r 





■ 1 8 


I- 


■ 1 5 


I- 


19 


ll- 


21 




1 /♦ 


(i- 


1 8 


n~ 


1 9 


H- 


1 7 


fi- 


20 


7 _ 

L 




c- 


3 




1 I 


H- 


;> 2 


M- 


2 \ 


fl- 


1 



Ovorsoc the dally maintenance and upkeep of fnellltieH. I?') 

PrDvide for the tol lection of student fees. 17") 

Select and maintain an insurance program. ! 7S 

Arrange for student transportation services. 180 

Arran^',e for tlie investment of sur|)l us funds . I 'Ui 

(;onduct alumni relations program. 18J 

Oversee the daily maintenance and upkeep of gronntls. I ' 

F'^stahl ish vehicle ma i r.t'?nancc program. 1 

Interpret and apf^v t ran^>por t j t i on laws and regulations. I8't 

Hstahlisi. iiui ni.i.uiain *i petty cash fund. 18/* 

Arrange for student loan and grant programs. 187 

Present levies and bond issues to vo t e rs . 187 

Ovt^r^;<>e srho^;! cafeteria services. 189 

Art.ui.:. ' T vending services. 190 

Provide ind maint/iln residential facilities fnr stud(M\ts. 191 



2 . 7 

2,7 



I . f> 
0. 7 
0.2 
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APl^ENDIX K 



COMPETENCIES IMPORTANT TO SECONDARY AND POST SECONDAR Y 
LOCAL ADMINISTRATORS OF VOCATIONAL EDUCATION 

Matter Lilt of Categoriet and Task Statements 

CAfEGOH^ A Pf<>tt«^am Planning, QwyBtopmoni, QiH< Evoluatton 
1 SuivHv studunt and par en I rntoroili, 
7 CnHHi i and iinaly/e manpotA/er necKli Duetsment data. 

3 (Jiittt I oi . upauonal laik nnolyiu fr)r uie \n curriculum devolopment 

4 0.r#H.i Kfeniitication of onuy lBv«l r«quir«nnenti for jobi. 

b, Involvd community > upreitintat ivai m program planning nnd dovelopmeni . 
6 v)i)irtrn strtle arul federal lurvictti arxl rosourcBS for program development , 

? Criopordfii with diltrict. counly, rogionttl, arnJ stale agencies in developing and opcral mg vocat lonal programs 

H Pieparu annual program piani 

9 PrMpafe and update long range program plans 
10. Develop overall vocational program goal& 
1 y Co(>rilii>ute district curriculum deve^opmeni ettortti. 
\'2 A|»|ii ()\/ci coiimtfti of study 

1 3 t-^tdljh&f) :k«:Koot admission ar»(t Qrct^luahon re<)uirern«r>ts. 

14 flecijfivrir program policies lo the a(Jministration an(J board. 

15 Implri' rf ; K>cal hoard and administrative pohcies 

16 Interorei und apply state and/or federal vocational education legislation. 

1 / Infer iM -ft ami apply other relevorW state and federal legislation <such as CETA). 

1H OeveiOp plans for evaluating instructional programs. 

IJ) Ou m ieir evalua' on of the district vocational programs. 

20 Irwotvr dxtdr nal evaluation personnel m assessing program effectiveness 

21 Oe&ujii a J select instruments for evaluating the insuiictional program 

22 f.Vfi(u-i . irv effectiveness ot rhe inst r uct lorxal program 
2J (ruddle ^tufient and employer fuMo^ up studies 

24 Andiy/fc ^fucient and employei toJiouv up studies. 

26 UrTMJinmend i.urr»ciiluin levisions t)a!ied on evaluation ddla 

2b Atiittf^^ btuileni testing and yradiny procedures 

2/ Anriiy.'d tf»e schtKDl's and community's feelings toward educational char>ge. 

2H Wi »f B pi tipttitjia for the funding of fiewv pi og rams and the improvement of existing progr.ims 

20 CntMtJirKitK local demonslratton. pilot, an(i exemplary programs. 

JO Oe^iyi; ..mJ ijversae local research t>tudies 

31 Inintjur .>n(r t*se research results for p. (iflram development and .mpiovement 

32 DevBi 'p ^upMlemental/f emeflial ifisii uct tonal programs to rneet student r^eeds 
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10 7 



CATEGORY B Instructional Man^igernent 

33 Establish instruction,!! proqr.irn entry timl complijiion rfiquiremMnts 

34. Establish studnnt rules and policies (5ucl» as att»?nrtanc;r r.nd riisnrifme) 

35 Enforce student rules and pornes 

36 Oes»gn and oversee student (>,'»c|ress feportmg procetiures. 
37. Prepare a master schetiulp of courst offerings 

38 Guide siatf m selecting and us«nq effective instructional stratnqies (such ,is indrvifJu«Tli/»»fl instruction) 

39 Establish and imp)err»<'ni d cuir^julurn d»jsign that wNl achirvr Ov» schnoTs mstructifmal goals 

40 GunJ" <;i.tM >n inteqmting .md .nticuljnmq thp vocational pro.^jrnrn with thp total f>duriM tonsil program 

41 Promote tht? mlegcilion ot vocationfil student rngani/at lonal activities into thp instructional program 
4? Proviflefoi coopcrar ive educiit inn proqr ,»ms 

43 Pr()vi(if» f(n SiipplHrnmitdl/r r!m(x1».}l inst r uct lOnal pr ngi arris 

44 Providr ftu sp<?ciaJ rii'tMls p» ogi ,')rns 

4'i FNovifJ«> foi adiilt/rnntinujru] I'duciM ion programs, 

46 Guid»» tht» iir ticulat ion of spcrondar y itnrf |X)Sts<f condar y voralionol program oI)|pc tivns 

47 Approve SPlecTPon of ►nstr uctionni e(^uipriienl 

48 Approve 5#?lection of instructional mater tals 

49 Maintain a learning r esour ci's cpnter for students 

CATEGORY C Student Services 

50 Oversee student recruitmeni activiTii>s 

51 Oversee school admission services 

52 Arrange tor work study programs 

53 Oversee student quKfanre.jnd ti»sttnq services 

54 Overwp student |oh plaremnnt and follow up servic(?s 

55 Provtdi^ U-it ,1 sUKli'Pt <i rr>rd k»M»prntj sysrf»m 

56 lfHPrpfi»T .iriff apply srutipnt nghts, laws. anrJ r eqcjint irins 
CATFGOF^Y f) rvrsofHWfl Manacjerniynt 

Pff*pari» an(i t Hcornmrntj pprwinnul policMjs, 
Pf epnrp tTrvf maintain a personn*?! hcruiljook 
A A^'ss ptogram st iffmq ie(juiri?rnifnts. 
Prepare jof) descripi ions 

Establish staff selection and recruitment procedures 
Recruit and interview potential staff 

Recomn^end potential staff to ihe administration and board 
P-irticioato m neqoti.itmq stall working agi i?i?rTW»n t 
Establish staff qr ipvante prof:j»f1urt.*s 
Resolvf? staff qri«vances aruf complaints. 
Inn^rpri't thr staff henpfits proqr;»rn 
Cnunsr'l find ..dviSH staff on profpsrsiooal maii*Ms 
SrhPduli. staff wf)rk Ui.-Kfs 

lu3 , 



72 H< iWidH (Of d staff record keeping iysujni 
/3 Pi.m dnd Londurt sjalf meetings 

74 Piefkjri; i)ulleirns jnd olhur corninunicahons (fesigned to keep staff informed. 
ChS4fivit and dvaludle slaff pei tor rridnte 
Rrioinrnwnd siaff pronmiions and disniissals, 
7; Piuvulegutddnce lo iht sWiff on iwjijl rTiaiiers aftecting ihe school program. 

78 Interprtft and apply licerismg «irKl certif fcalion regulations. 

79 Iruerpret df»d apply labor faws and regulanons 



7b 



80 



Itiierpfei and apply alfirmaiive action laws antj regulat ior)S. 



CATEbOHV t: Staff Developn^ent 

81 A^^e^^ stdlf developn)er)t need^ 

82 Aibist m the pr epai Hi ion of mdivufudl itaff protilei 

83 Ct»unie< wnh itall legdrding perw)iinel developmeni netids and activities, 

84 Eitariliifi dnd mdintam d staff lear i ung i est^urces center 

86 -Cofuhic. wo-kshopSdf)d othei -n^er vicy progranis for professional personriol 

86 AMdi.ge !.)f workshops and other .nserv.ce programs for professional personnel 

87 P'ovule for mservice piogranis loi supportn/e porsonnol 

88 Provide loi prosorvice programs tor professional personnel 

89 Airdr>-)e toi staff eKChanges with business and industry 

90 tvaludtr^ iiaff duvHiopment programs 
CArBGCjR Y F Professror^al Retat iof>s ,ind Self Development 

91 Mrtinldtn ethical standards exptjctrHi o( a professional educator, 

92 Duveiop dnd maintain profe^sioridl relationships with other administrators 

03 iJrvelopaiuf maintain professional f elat lonships wM h siat tMiepar t ment of education personnel 

94 ()HV«lup diul rndintdin relationships with personnel ir) protc*ssional organr^atiOns, 

9b HdftiLipoie ir» professional organi/di lOns 

96 PdM uaidte in professional meetings lor sell improvemeru 

9; Pioiiion: j>rulessiondl image ihrOuuh persor^al appearar ce and conduct 

98 A.s w,ih the development of state arid/or federal plans foi vocjt.on.il efiucat.on 

99 Half" ,r\ the development ^>i vocational education li»gtslation 

100 Piep iir 'iiJiicv and ^ommHf)dation statements 

101 Rho . r ! -.Mcher inter ests ar»d concerns lo other admmtstr ator s and the board 
10? Develop -rteitive interpersonal skiMs 

H«dcl d,..j udormation horn p.of^.ss.onal ,ourrhils. reports, and lelatcKf materials for self improvement 
Apply . „».,gernent by oh|..ct.ves IMBO) techniques to persoruil work assignments 

106 (J«ve.ii| ..»*eidtrvb problem soivirig dful decision n>akinfl skills 

106 Aks«\s * .ai pBf formance di dn administiatoi 



Er|c , i)i 



103 
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CATEGORY G: Schoot-CommMnfty Rglttorw 

t07« O«vttop • p(an for promoting good public r«l«tk>nt« 

106. Prtpsra end rKommtnd public r*totk>nt end communloitlont polktaf. 

109. Coordlnata uh of occupation*! <cr«ft) advifqrv commlttm. 

1 10. Organin and work with • ganaral vocational advisory council. 

111. Davalop working ralattonshlpi with amployart and aganclat. 

112. PrapAra and racommand cooparatK«a agraamanti wKh othar aganclat. 

1 1 3. Involva community laadari (political and non-political) In tchool programs and actlvitlaf. 

1 14. Participata in icHool organ izattont. 
116. Pankiipata in comnriunity organizationa. 

1 16. Promota good ralattonthipt batwaan vocational and gvnaral aducatton staff. 

117. Encouraga itaff participation In comnHinlty civic, Nrvlca, and racial organitattoni. 

118. Promota cooparativa af forts of parant and ttachar 0roups. 

119. Conduct confarancat with indivlduali relativa to tha vocattonal programs. 

120. Maat and confor with visitori. 

1 21 . Conduct informational programs for tha public (such as opan housa and caraar awaranass progrsmt). 

122. Make public prasantatk>ni on school programs arxl activitfat. 

123. Conduct public hearings sno meetings on school issues. 

124. Conduct Orientation programs for students end steff. 

125. Conduct recognltk>n programs for students, iteff, end community supporters. 

1 26. Pten for exhibits and diipleys 

127. Develop meteriels to promote the vocettonel progrems. 

1 28. Write news releases for school and area madia. 

129. Obtain and enatyze informal faadbeck ebout the school. 

130. Evaluate tha public reletions program. 

131. Interpret end apply public "right-to-know" lews end regulations. 

CATEGORY H: Facilities end Equipment Management 

132. Assets the need for physical facilities. 

133. Conduct land and facility feasibility studies. 

134. Recommend building sitas. 

135. Recommend the selection of en erchitact. 

136. Oversee erchitecturer planning. 

137. Submit fecility and equipment specif icat torn. 

138. Analyzi» building and equipment contract bids. 

139. Recommend tM:cflptaiice of new building. 

140. Procure equipment and furnishings. 

141 . Plen space raquirements for progrems. 
%2. Assign space according to priority needs, 

143. Dev»lop and Implement an equipment end supply inventory system, 

144. Establish preventive meintenance progrem for equipment end facilities. 



92 
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146. IrttM-prat and apply hMlth and lafaty Itwi and rsgulmkmi. 



147. Eitibllih ■fn«ro«ncv plant (tuch ai fira and diiattar). 

148. E itab I lsl> and ovarMM a Mcurlty pr 00 ram. 

149. Schadula and ov«ria« communlty'i um o^f facltitlai. 
160. Dawalop lonp-ranoa faelMty and aquipmant plant, 
t&l . Prapara and uibnr^it ranovatk>n and altaraiion pfant. 

CATEGORY I: Butlnaatand Financial inagamant 

t62. Pfprnrm and racommand financial pollclat. 

163. EttabHth purchaalng and payntnt prooadurat. 

164. Ettoblith raoaivlng and ihlpplng procadurat. 
166. Prapafa and ragulata op^ratloncl budgatt. 

166. Prapara and rapulata program budgatr 

167. Prapara and ragulata c/ipital Improvamant budgatt. 

168. Prapara long-ranga budgatt baiad on totat program raqulramtntt. 
1 60. Adopt an approprlata financial accounting tyttam. 

160. Analyxa tha cott of oparatlng varlout inttructlonal programt. 

161. Locata tourcat of fundt for program davalopmant and opacatlon. 

162. Approva all m^or axpandlturat. 

163. Approva raquliltlont arnj work ordart. 

164. Qatar mina Inturanoa covaraga naadt. 
166. Racpond to butlnatt corratpondanca. 
166. pTapara local, ttata. and fadaral raportt. 



146. 



Davalop and implamant lafaty programt. 




93 




APPENDIX L 



LOCAL ADMINISTRATORS 
OF 

VOCATIONAL EDUCATION 



COIIPETENCY TASK STATEMENTS 



Results of a National Survey to Identify and 
Verify the Importance of, and the Need for^ 
Training for 191 Vocational Administrator Tasks 



SlRnit leant Differences (Chl-Square) in the Importance of Administrative Tasks 
a s Perceived by Secondary Versus Post-Secondary Level Administrators 



Performance-Based Curricula Program 
Competency-Based Vocational Administrator Project 
The Center for Vocational Education 
The Ohio State University 
1960 Kenny Road 
Columbus, Oh;lo 43210 




SUiNIKICANT DlKFERtNCES (IHUSQlAKE) IN THt IMPORTANCE OF AIV^INISTRATIVE TASKS 
\S PERCFIVF.D BY SECONDARY VERSUS PUST-SECONDARY LEVEL ADMIN ISTR.UORS 



ask N'linbt'r ami Statement 



2 Collect .mil an<ilv7t^ nwnpi^wer 

11 Coordln.ue district ^Mlrr^^'ulu^ 
development effoits. 

L»), Direct self -evjl 'Mt nn ^' che 
distruT vocation;! I pro^r<m.s, 

3 Enfgrce studenc rules and 
pel if ies. 

10 Pronbte the Integration of vj- 
cac tonal student organizational 
activities into the Instruc- 
tional prni^tam. 

11 Provide for cooperative educa- 
tion proRr/i^.s. , 

U Arrange for -'ork studv pro..?rj3is 

7 t^-'ersce extracurricular jr.^an- 
Ixations and ac:ivitie3. 

9 mterprt't jnd ,ip?lv -laden: 
rlijhtSj lavs, jr.d regulat U.^ns. 

[h Provide i 'icatf record- " 
Iteepin^ svstei. 

Assist supervl^mi^ te.u'hers [n 
pinning :t .ind wor!»lng with 
student teac'r^er^i. 

I Maintain ethuMi standards ex* 
pec ted jf a professional ed- 
ucator. 

U Read and i^e inr-rintLon trotn 
pciv'essi ^rt.i I .'-irnjls, reports, 
■md rel-Ktd ^r-riaU rV>r s^'If- 
improveiTiet't . 



Statis 
t ic.i I 
S iiinif , 



Spi'dd 



Secondary (T Responding) 



'Ml 



.'Mil 
. 0 ]8 } 



Mdn. 



1.1 



sn.o 
11. h 

18.; 



27.0 
21. T 

):.o 
]i.i 

17. 3 

2;.) 

17. 1^ 



3 



18. 



12 J 



in. 7 



11.5 



Ih.O 



11.3 



21. n 



21. 



h.8 



10. 



^.3 



1.3 



-.SHill^ 



10. 



2.7 
h.7 



I J.^ 



Re 



Pos t' Secondary Respond 



2H,h 



sn.n 



U,3 



3.1 



3.2 



11.9 



35./ 



28.2 



76.7 



U.O 



19.0 



26.2 



7.1 



28.6 



L.. 3 



17.9 



U.O 



' 7 '1 



14.0 



IS. 7 



2f^. 



23.6 



19. 



23.- 



2h.8 



I'^.o 



EKLC 



Task Number and SiAteraent 



Organize and work with a jjen- 
eriil vjtdticnal advisorv coun- 
cil. 



G-11' Promote cooperative i-fforis of 
parent and teacher groups. 

G-15 Conduct infonaatlonal programji 
for the public (such as open 
house ard career awareness pr- 
graas. 



tical 
Sij;nif . 
Level 



o-i: 



0-18 



Conduct puMu hednngs and 
meetings ?n school issutJ^. 

Conduct alumni relrttions 
prograc. 

Conduct orientation program? 
for students and staff. 

Conduct recopnitijn proprarns 
for students, staf f , and 
connsunitv s-,'>;^;^rters. 



>2] Plan lor exhibits and displavs. 



■23 



■15 



i-:o 



•21 



-^5 



'11 



13 



Write news releases for school 
and area media . 

Develop and Implement an equip- 
□ent and supplv inventory svs- 
ten. 

Interpret and applv transporra- 
t ion laws and regul.it i mis. 

Arrange for student transportn- 
t ion servirns . 

Develop and irapl orient Sdietv 
programs. 

Prepare and ri't;tjl.i:r >«|M'ra- 
tional budgets. 

Present levies and bond issuivs 
to voters. ' 

Approve requi si t imis and work 
orders. 



.0000 

.o:n 
. ()('^ . 

.OO/t) 
.Ofi33 

.0(100 

.00:0 



of Ref 
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3.Q 



Secondary (? Responding) 



73 



2b. 1 



'U.J 



6.8 



8.7 4 n 



3.3 



3.^ 



7S 



3.: 



7S 



:.9 



i.3 



2a. 0 

n.2 

:s.3 



37.0 



:o.p 



37.3 

i»^7 



73.3 



.':7.R 



iS.3 



2.7 



1.^ 



1.; 



?4.2 



36.1 



13. t< 



IB.l 



^f Re 

Rpond 



P. 3 



11.1 18.1 



27. i 



S.3 
13.7 



1,3 
1.3 



6.7 



:.7 



18.7 5.3 ;.o 



Q.6 



23.0 21.6 



23.0 



6.7 



II. 



26.7 



18.9 



12.0 



18.1 



17.3 



6 9 



VI 



6.8 



;.i 



10.8 



V? 



5.3 



1.3 



6.9 



18." 



31.9 

V3 
i — ^ 



i3 



Mdn, 



A,l 



V^ 1.6 



3 :.0 ^ 



PoiU- Secondary 1 ", Re spond In 



7.0 



U.O 



11,6 



1^.0 



3.8 



3.3 



3 



3.1 



O.S 



n.3 



26.: 



21. 



5.0 



11.9 



F'.O 
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9.5 



11.9 



35.7 



23. f 



25.6 



20,9 



23.3 



11.9 



9.5 



11.9 



9.3 



11.6 



:i.6 



28.6 



35.7 



16.7 



16.7 



20.0 22.5 25.0 



55,8 



A3j^3..' 23.3 18.6 



28,6 



23.8 



^.8 



i.8 



19.5 



25.6 



16.3 



26.2 



9/) 



7.3 



7.0 



!1.6 



27.9 



1^3 



11.9 



19.0 



19.0 



12.2 



2.3 



U.O 



4.7 



.1 23. B 



31.0 



15.0 



7.1 

11. 
12.5 



2.3 



7.0 



9,5 11.^ 



lf^.7 



9.1 



7.1 



7.0 



sr. f. 



5h 8 



22.0 



11.6 



58.1 



18.6 



EKLC 



'\^'< Ntinber ^nd Statement 


Statis- 
tical 
Signlf. 
Level 


1^ 

rf Re' 
Epond' 
ents 


Secondary {X Responding^) 


1 

of Re- 
ents 


Post -Secondary (' Res 


ponding) 


' Mdn. 


5 


I* 


3 


2 


1 


n 


Mdn, 


5 






2 


I 


D 


1-13 Provide for the collection 
of student fees. 

1-17 Establish procedures for 
charging for student work. 


.0215 


n 

11 


2.8 
3.2 


13.5 
12.5 


2h.^ 


28. i 
33.3 


13.5 
H.3 


8.1 
8.3 


20. ] 
11. 1 


^2 


2.0 
1.3 


U.O 
4.8 


25.6 
9.5 


9.1 
23.8 


2.3 
9.5 


9.3 
11.9 


39 



Total number of res?ondi*nt$ - 118 

Miniuum nuaber cf resp.^ndents to anv one Lcen - 110 
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APPENDIX M 



LOCAL ADMINISTRATORS 
OF 

VOCATIONAL EDUCATION 



COMPETENCY TASK STATEMENTS 



Results of a National Survey to Identify and 
Verify the Importance of, and the Need for. 
Training for 191 Vocational Administrator Tasks 



Slgnlt leant Differences (Chl-Square) In the Importance of Administrative Tasks 
as Perceived by Vocational Administrators from Rural Versus Urban Areas 



Performance-Based Curricula Program 
Competency-Based Vocational Administrator Project 
The Center for Vocational Education 
The Ohio State Universlry 
1960 Kenny Road 
Columbus, Ohio 43210 / / (^^-^ 



ERIC 



SIGNIFICANT DlFFERtNCES (Ci'I-SQCARE) IH ThE IMPORTANCE OF AUhlNlSTRATlVE TASKS 
AS PERCEIVED BY VOCATIONAL ADHINISTiUTORS FRCil RUR^U VERSUS URBAN AREA.S 



:jsk Number and Statenienc 


Statis- 
tical 


a 

of Re 






Ryiai _ 


(? Responding) 






/( 

of 








(? Respondlns) 






5ignif. 
Lev?l 


ents 


■ Mdr 




4 


3 


2 


1 


0 


pond- 
ents 


Mdn. 


5 


4 


3 


2 


I 


C 


A-IJ Approvo courses of study. 




;i 


4,3 


43,7 


36.6 




5.6 








3.? 


?2,0 


36.6 


34.1 


7.3 






A-W Direct self-evaluation of the 
district vocational programs. 






4,7 


64,8 


15.5 


7.0 




2.8 


7.0 


40 


4.4 


45,0 


35,0 


17.5 




2.5 




A-:i Design and select instruments 
for evaluating the instructional 
program. 


.Oil 5 


;i 


4,4 


47,9 


19.7 




t c. 
3.0 




1.4 


^0 


4,1 


15.0 


40.0 


17.5 


5,0 




2.5 


A-28 Vrite proposals for the land- 
ing of new programs and the 
Inprovement of existing pro- 
grans. 


.052] 


70 


4.7 


61,4 


24.3 


t 7 




2.9 


i.4 


41 


4.4 


Ma.8 


24, i 


24.4 






2 , ** 


W Establish student rules and 
pcllcles (su..h as attendance 
and discipline). 


.o:][ 


70 


4.0 


35,7 


30,0 


17,1 




5.; 




41 


2.8 




14,4 


26.8 


17,1 




N . 6 


B'- Guide staff in selecting and 
■jslng effective instructional 
strategies (such as Individual- 
Irfid instruction). 


.0258 


n 


4.7 


59,2 


28.: 


8,5 






2.8 


41 


4.0 


36,6 


26.8 


31.7 


2,4 




2.4 


*iuiae start in integrating and 
articulating the vocational 
program with the total educa- 
tional program. 




70 


4.7 


64.3 


:5,7 


7.1 








■* I 


] 


4]. 9 


2".) 


19.5 


7,3 




1 

1 
i 


Prepare Job descriptions. 


.050^ 


70 


4.6 


52,9 


30.0 


8.6 








41 




31.: 


26.3 


22,0 


12.2 


4,9 


> « 


Participate in negotiating staff 
working agreeaencs. 


,oo;.H 




1.7 


35.9 


17,: 


10,9 


12.5 




2).. 


)9 


}.: 


28.2 


28.2 


17.9 


5,1 


1 

12.8 




D-l') Provide for a staff record- 
keeping svsceQ. 


,m 




4,0 


30,9 


36,8 


17.6 


5.9 


2.9 


5.9 


37 


2.8 


16.2 


16.2 


27.0 


24,1 


13.5 




'rl] 'Jrlte nev5 releases for school 
and area laedia. 


.01^5 


70 


1.9 


24,) 


44,3 


15.7 

1 


4. J 


a. 6 

1 


2.9 


^^0 


1.4 


12.5 


15,0 


27,5 


15.0 




10, (} 




0 
H 





Statist- 

tlCfll 


n 

nf 




Rural il iiespondl 


ng) 






1 

of Rt" 


I'rban (I Responding) 


Task Sumbfc-r and Slateiiient 


Slpni^ 
Level 


spond 


. Mdn. 


S 




1 




i 


0 


spcnd- 
ents 


Mdn. 


3 




3 


5 


1 


0 


1-i Frepare and recommend financial 
policies. 












11. B 


:^ 








3.9 


3:. 5 


27.5 


12.3 


7.5 


2.5 




I-^ Analvze the cost of oppraiing 
various instructional progran?. 


,m 






3:. 9 




11. i 


b 1 


l.i 








28.8 


46.3 


9.8 


2.4 


4.9 




M5 Provide for the collection of 
student fees. 


.n:?o 




1.0 


17. A 


18.8 






i.3 


2M 


^1 




9.B 


12.2 


U.2 


17,1 


17.1 


31.7 


I-l- Establish procedures for 
rharpng for student work. 




88 


].0 


B.8 




33.8 






20. 6 


1^3 




10.3 


7.7 


23.1 


17,9 


13. 


:5.^ 



Total number (>f resprndents • 11^ 

*liniauiii nmhff of respondents to anv one item • VV< 
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